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[bookmark: _GoBack]Job Specification -Trainee Central Services Administrator [Based at Community Housing Cymru] – up to 6 months placement
Duties
· Welcoming visitors to our office
· Help us plan and support an office move
· Sorting and date stamping post
· Updating records on the team database and running reports
· Filing and photocopying
· Helping with basic finance and HR tasks
· Helping to arrange events and meetings, 
· Taking notes at meetings 
· And any other reasonable duties

Essential skills
· Good numeracy and literacy skills
· IT literate – able to use outlook, word and excel
· Good communication skills
· Good organisational skills
· Enjoys working with and is good at working with other people
· Ability to be calm and polite when under pressure
· Able to keep information confidential
· Able to record and pass on information accurately, good attention to detail

Desirable experience
· Working in an office environment
Equipment that will be used
· Computer
· Telephone
· Photocopier

Training
· On the job training and attendance at relevant courses.




Community Housing Cymru Values 
· We take responsibility and ownership for our decisions and actions.

· We support an environment that encourages, enables individuals to think and work creatively.

· We promote equality, diversity and integrity through valuing and supporting people.

· We work together to deliver high quality services that build sustainable communities and makes positive difference to people’s lives.

· We ensure individuals and organisations have the confidence, support, knowledge and skills to maximise performance.

An Employment & Training project delivered in partnership with the following organisations
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