FORUM @ GREENWICH

JOB DESCRIPTION 
POST:


Senior Administrator 
SALARY:


£17.00 per hour
Location:


Forum @ Greenwich Trafalgar Road 





Greenwich 





SE10 9EQ

Hours:


Part-time 18 hours a week hrs & days TBC
Responsible to:
          Chief Executive Officer  

The Forum is a registered Charity, based on Trafalgar Road, Greenwich. We have been running our accessible inclusive centre for over 40 years now. Our main aim is to provide spaces for other charities and hire halls and rooms to other organisations at competitive rates.
Our centre is well known for hiring halls and rooms and bespoke studios for children’s activities and parties, adult keep-fit and dance classes. Meetings, events and many more activities as well as our community snack bar.
We run a very busy centre, and we are looking for a Senior Administrator to support our admin/receptionists. There will also be an element of the role that supports the Chief Executive Officer.
Description of Duties:
1. Using a bespoke room booking system
2. Covering calls and taking messages for the CEO and other staff
3. Booking meetings, using a computerised programme (training will be given).
4. Supporting the Admin/receptionists 
5. Ordering of stationary when required
6. Supporting the CEO in office functions
7. Dealing with customers enquiries, via email and telephone
8. Assisting other team members.
9. Administration tasks as defined by the CEO
10. From time to time working on specific project’s to be defined by the CEO
Experience & Knowledge:
· Good telephone manner
· Good working knowledge of Microsoft office/word & excel, some knowledge of producing, sending and inputting invoices and supporting the CEO with this function,(training will be given).
· Office Administration tasks.
· Good level of communication when dealing face to face and on the telephone with a variety of customers

· Good understanding of team working

· Good level of English written and verbal

· Ability to think and act on last minute requests 

If you would like to become a member of the Forum team, then please send your cv to:

Jill Andrews Chief Executive Officer jillandrews@forumatgreenwich.org  or call our reception for an application form. 

Closing Date: Friday 18th October 2024
