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JOB TITLE:


Trainee Office Administrator
SALARY


£8,000 per annum

HOURS


Up to 37 hours per week (including training)

LENGTH OF APPRENTICESHIP

2 years
JOB PURPOSE:
To provide administrative support to various teams with Gloucester City Homes with particular focus on supporting our Electronic Document Management System. 
SPECIFIC DUTIES AND RESPONSIBILITIES:

1. To provide administrative support to our Electronic Document Management System including; opening, sorting, scanning and distributing post on a daily basis, indexing documents and carrying out quality checks to ensure accurate online filing and archiving documents as required.
2. To attend meetings as required, and assist in preparing agenda’s and taking and circulating minutes/notes
3. To provide assistance in updating and creating new pages on the GCH website
4. To assist in the planning and provision of a wide range of external and staff events including fund raising events and staff well being days.
5. To ensure that staff notice boards are regularly updated and key information is readily available. 

6. To assist in the development and administration of surveys and customer feedback

7. To assist in the management of our time management system, updating staff records as required.

8. To carry out daily office duties as required.
SKILLS DEVELOPED AND EXPERIENCE PROVIDED
· Providing excellent customer service

· Effective communication – working with a wide variety of individuals and groups

· Office administration – filing and archiving documents
· Business skills – taking and preparing meeting notes, sending out agenda’s and assisting in the planning of events
· Working in both an office environment and in the community
The opportunity to be part of a very successful organisation working with a highly

motivated and supportive team of people.
APPLICANTS NEEDTO 

· Be enthusiastic 
· Be willing to learn

· Be motivated

· Have basic numeracy,literacy and IT skills
Personal Specification Requirements

Qualifications & Experience

1. Experience of working in a customer facing environment 

2. Basic IT skills including experience of Microsoft programmes such as Word, Excel and PowerPoint.

Skills

3. Ability to pay good attention to detail
4. Ability to research information on the internet and through telephone contact
5. Ability to present information accurately and in a way that can be understood by a wide audience
6. Good communication and interpersonal skills with a desire to work with people
7. Good organisational skills, with a methodical approach and ability to work on own initiative

8. Able to work as part of a team, taking responsibility for clear communication with team members and taking a positive approach to resolving problems and providing support across all teams.
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