Muir Group Housing Association Ltd

Notes for Applicants

ADMINISTRATION ASSISTANT, HELSBY

ADMINISTRATIVE ASSISTANT

This post is based at the Association’s Helsby Area Office, within our busy, enthusiastic and highly motivated Customer Services Team. The Customer Services Team are responsible for dealing with a range of housing-related enquiries, on behalf of the Association, at first point of contact.

The postholder will respond to telephone, email and website enquiries and receive visitors to the Helsby Area Office reception.  You will be responsible for the scanning and distribution of internal and external correspondence on behalf of the Association and a range of administrative duties within the team.

You will be responsible for the effective supply and distribution of stationery and Association literature and will assist the Customer Services Team in maintaining their intranet site.

The role can be demanding and an enthusiastic and positive attitude towards working as part of a small team is essential to achieve the best results for both employer and employee.

Full details of the main duties and responsibilities of the post are contained in the Job Description enclosed. The Person Specification enclosed outlines the essential and desirable criteria we are looking for in the successful candidate. It is essential that you clearly demonstrate in your application how you meet these criteria in order for your application to be considered favourably. Please use a separate sheet if necessary to highlight your experience, which you feel is relevant to the post and why you think you are a suitable candidate.

The interview process will include a formal interval and role play to provide opportunity for you to demonstrate the skills required for this position.

Apply for this position on line – see http://www.muircareers.org.uk/current-vacancies.html
· Terms and conditions

	Job
	Administration Assistant 



	Salary:


	£11,405.00 per annum



	Contracted Hours:



	25 Hours per week 
Hours to be determined according to business needs

	Holiday Entitlement:


	· 25 days plus Bank Holidays - rising to 28 days after 5 years service (pro rata)

· 3 additional days leave over the Christmas period due to office shutdown (pro rata)



	Other benefits:
	Sick pay scheme, Medicash Scheme & Child Care Voucher Scheme


	Pension:


	The Association operates a contributory final salary pension scheme with The Pensions Trust


	No Smoking Policy:
	Smoking is not permitted in any of the Association’s offices, company cars or private cars that are being used for business purposes.  


Closing date for return of completed applications:       9.00am Friday 10 September 2010
Interviews will be held:
                                                             Thursday 16 September 2010 
Muir Group Housing Association Ltd is an exempt charity

