We are looking for a new member of staff to support the operational side of our office. This is a fantastic opportunity for an ambitious candidate to receive one to one training on the job and develop their skill set or begin their office career.

Duties will include;

· Administration

· Filing

· Updating and maintaining a database

· Scheduling appointments

· Handling incoming calls

· Making outgoing calls

· Reception duties

· Handling incoming and outgoing post

· Maintaining client and candidate contact

· Business meetings and visits

You will be working in a dynamic, small team environment so applicants must be flexible in hours they work (this will be full time although hours could vary depending on business needs) and their approach to the workplace. 

As training progresses, depending on success, you could then have the opportunity to learn specialties within the business that will include sales and business development, accounts, marketing, legislation, training and compliance.

Ideally, we seek a graduate level candidate with some working experience who will start at junior level and develop both their career and our company.

