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 Safe Speak Administrative Assistant

14 hours per week £17,085 pro rata

Based in Derby

We are looking for an Administrative Assistant to join our Team
Essential qualities include:

· Experience of administrative work, including computer literacy in Microsoft applications Word ,Excel, Outlook and Explorer

· Excellent communicator both orally and in writing

· Highly organised and able to multi task

To download an application pack please visit our website at www.relatederby.org.uk  or email us for an electronic copy at: info@safespeak.org.uk
Closing date for all applications is: Friday 10th February 2012 by 12 noon 
(Interviews will take place on Monday 27th February 2012).

"No Canvassing"

CVs will not be accepted
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SAFE SPEAK ADMINISTRATIVE ASSISTANT























