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Job Specification – Trainee Project Worker [based at Cadwyn Housing Association]
Duties
· Meet and welcome visitors
· Sort and distribute the post
· Answer the telephone and pass on messages to the right people
· Helping the project promote activities to service users  
· Helping to organise events and meetings
· Filing and photocopying
· Any other reasonable duties

Essential skills
· Good numeracy and literacy skills
· Able to use Microsoft Office including Word and Excel
· Ability to build and maintain professional relationships 
· [bookmark: _GoBack]Ability to be calm and polite when under pressure
· Able to keep information confidential
· Able to record and pass on information accurately

Equipment that will be used
· Computer
· Telephone
· Photocopier

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

Cadwyn Values
· To aim for excellence in everything we do
· To empower staff and tenants
· To be committed to sustainability
· To be innovative
· To have both personal and organisational integrity
· To be business like
· To achieve equality and diversity in the services we provide and the opportunities we offer
· To be accountable
An Employment & Training project delivered in partnership with the following organisations
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