
	Circle Anglia Future Jobs Fund programme

Vacancy Notification Form
	





	RP/ Department details (NB.  This is the contact details of the Line Manager and RP or satellite office)

	Name of employer/ organisation placing the vacancy if different from Lead FJF Bid Holder:  South Anglia

	Telephone number 01279 714708
	Fax number including STD code: n/a


	Address: Number 1 Building, The causeway, Bishops Stortford, 

	Line Manager:  Gill Merritt

	
	Position:  Executive PA

	
	Tel no & ext:  01279 714708

	Postcode:  CM23 2ER
	E mail address:  gill.merritt@circleanglia.org


	Job location 

	Town or city:  Bishops Stortford


	Postcode: CM23 2ER

	Government region: East Herts 


	Vacancy Details

	Job Title: Office Services and AD administrator

	
	 
Applicant must have clean driving licence.   Will be required to do post run on a daily basis consisting of  delivery/collection from the DX venue and Raynham Road office.

Reception duties, comprising of lunch time cover and ad hoc cover for receptionist, taking money payments, liaising with tenants and staff and receiving visitors.

Opening and distributing post, doing stationery orders, franking outgoing mail, liaise with contractors, be able to operate reprographic and other office equipment  providing assistance to staff.

Liaising with building caretaker for maintenance problems and Head of Office services.

Basic copy typing as directed by the PA’s



