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	RECRUITMENT PROFILE


	JOB TITLE
	Modern Apprentice –Business Administration


	DEPARTMENT
	Administration


	REPORTING TO
	Human Resources Manager



	LOCATION
	Head Office, Selkirk



	HOURS OF WORK
	Monday – Friday 37.5 hours



	CONTRACT TYPE
	Full Time



	POSITION TYPE
	Permanent



	CLOSING DATE 
	15 JUNE 2018




	JOB DESCRIPTION


JOB PURPOSE

To provide administrative services across all aspects of our Company.

RESPONSIBILTIES

The Company undertake to enrol you on a day release Modern Apprenticeship in Business Administration programme at Borders College.  This is a work based qualification delivered by direct observation, attendance at tutorials and the production of a portfolio of evidence. Candidates are assigned an assessor who will support them through the delivery of this Modern Apprenticeship.
You will initially shadow various administrative personnel in each section of our business to enable you to develop skills, knowledge and a thorough understanding of our administrative function.

There are key areas of our Company were you will provide administrative support namely; Oregon Contract Management / Sales & Design / Production / Accounts & Commercial.   

General Administrative duties

· Reception cover (when required) : telephone switchboard, welcome visitors.

· Manage correspondence, typing, formatting, proof reading of documents.

· Photocopying.

· Assist in preparation of factory visits and meeting room facilities.

· Post office duties (when required).

· Attendance at meetings and minute taking.

· All aspects of filing, archiving and shredding of documentation.
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Sales & Marketing Department duties

Obtain a thorough understanding of our Sales & Marketing process and provide administrative cover for this function. This will include :-

· Collation and processing of all incoming quotations ready for Commercial Dept.

· Understand and maintain update Sales & Marketing enquiries sheet.

· Maintain Customers information including inputting sales orders / figures etc.

· Typing and formatting of quotations, letters and other typed correspondence.

· Quality control of all documentation and correspondence 

· Assist with preparation of mail shots, client questionnaire and any other marketing material.

Design Department duties

· Extract drawing information from client Autocad drawings and link data into our bespoke database.

· Log house type variations and costings into our bespoke database in preparation of final sign off by Commercial Department.

Business Improvement duties

Oregon strive to continually improve on their processes, you will provide administrative assistant in the areas of the company that are undergoing specific business improvement projects – summarising minutes / collating information / preparing surveys through survey monkey / maintaining notice boards etc.
	PERSON SPECIFICATION 


	Key Areas
	Essential 
	Desirable

	Education & Training
	National 5 Grade C or above in Maths & English 
	General education Business / Administration related qualification

	Competencies
	Sound knowledge of Microsoft Office applications
	Computing qualification

	Experience
	
	Previous Administrative type functions

	Communication


	 Excellent communication skills, both written and oral

	Transportation
	Ability to get to and from College – when required
	Access to own transportation

	Other 

· An enthusiastic individual who can work as part of a team.

· Methodical with a good eye for detail.

· Good time management – punctual and organised.

· Reliable and trustworthy.




This job description outlines the main duties and key performance outcomes of the role. It is not exhaustive and may be varied by the Company following consultation with the post holder.

The job description, duties and key performance outcomes must be reviewed annually with the line manager.
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