Admin Roles…

1. The Role will include providing administrative assistance including: Inputting data onto a computer database, extracting/manipulating information as instructed. To provide secretarial support and minute taking at meetings when required. Telephone support for the office along with maintaining an effective filing system. Producing typed documents from drafts using various software packages. Responsible for Incoming/outcoming post, maintaining stationary levels and re-ordering as necessary. General admin duties as required to support the programmes for the section

2. Trainee administrators are placements for people who will, through appropriate training & development, provide administrative support within their working area. The training programme will give a broad understanding & knowledge about the services provided within an admin environment & will enable the individual to gain a range of admin skills. You will combine work with training, working towards achieving a nationally recognised qualification whilst gaining valuable skills & practical work experience. The training will take one day (7 hours) of the Trainee Administrators week, the other 18 hours being spent in the workplace

3. Provide clerical support in a small busy housing office. Greet customers at reception, face to face and phone enquiries. Photocopying, word processing, sending faxes, preparing documents, distribute mail, and prepare rooms and refreshments for meetings, booking appointments. Knowledge and experience of IT and Microsoft Office required.

Landscape Maintenance Trainee

To carry out landscape maintenance on various properties in Leicester in accordance with standards set by the Team Leader.

Duties include: Mowing, strimming, blowing, collection and disposal of grass, Tree and Shrub Maintenance. Picking and removal of litter and debris, emptying litter and dog bins on request. Any grounds work, horticultural, arboriculture and environmental maintenance, ancillary to the above tasks. The job is an outdoor job and candidates will be required to be physically fit. Experience in hard landscaping and landscape maintenance would be beneficial. Must have the ability to work as part of a team. 

Gardening Construction…

To work with supervisor and a team of people to carry out duties on all aspects of gardening: Maintain safe work practices, assist trade/craft persons, collect and distribute materials. Will also undertake general labouring duties, prepare materials for use and take care of tools. Must be able to work positively as part of a team and take instructions to complete tasks to a qualitative standard. Undertake any other duties deemed safe and as instructed by line manager. The successful candidate will be working towards units or full qualifications of City and Guilds 6217-01. If clients need to improve their numeracy and literacy skills, they will be working towards functional Skills City and Guilds


Sports Assistant …

The college is embarking on an exciting new sports academy initiative which will offer professional coaching in football, boxing and basketball in 09/10 The Post holder will work with the academy team by assisting coaches in the preparation of grounds  and equipment and supporting learners in their sports and academic learning. Essential Criteria - NVQ level 2 or equivalent, or willing to work towards that. Good interpersonal skills, ability to work as part of a team and on own initiative, dealing confidently with a variety of tasks. Approachable, flexible, and able to work under pressure with a good customer care attitude.


Catering Assistants

Will assist in the preparation, production & serving of food & will undertake the setting up of dining room furniture, cleaning of premises, plant & equipment. Duties include reporting accidents, breakdown of equipment plus Food Safety & Health & Safety hazards. Also stock purchasing and control, basic food preparation.
Jobcentre Advisor to ring employer to arrange appointment.

