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ANGUS ALIVE

Job Vacancies List No 8
Apply on-line at www.myjobscotland.gov.uk
Alternatively phone the ACCESSLine on 03452 777 778
or e-mail accessline@angus.gov.uk quoting the job reference number, your name, address, postcode and where you saw the job advertised.

[image: image2.wmf]You can also register for Job Alert e-mails to be sent to you when jobs matching your search criteria are added to the website – visit www.myjobscotland.gov.uk for more information.
Jobs marked * are open to applications from employees of Angus Alive
only, ie permanent, temporary or supply staff.

To access these jobs on our recruitment website either go to the Job Vacancies section on the Corporate Intranet or use the address shown below the job.

ANGUS ALIVE

Modern Apprentice - Clerical/Administration (2)
£3.99 per hour
ANG00811
Based at Arbroath Sports Centre or Montrose Sports Centre, working 30 hours per week, you will work towards achieving an SVQ Level 2 in Business Administration.  Your duties will include being the first point of contact dealing with all incoming visitors, word processing, inputting data using a range of software packages, photocopying, filing, telephone and mail duties.

These jobs are temporary for no more than 12 months from date of appointment.

You will be asked to indicate on your application form which position/s you are applying for.

You must have three Standard Grades at grade 4/Nat 4 or above, one of which must be English, with good oral and written communication, numeracy and keyboard skills and the ability to work to deadlines and produce accurate work.

Experience of working in an office environment, dealing with the public and the ability to work as part of a team with minimum supervision are desirable as is knowledge of Microsoft Office packages and an understanding of administrative processes and procedures. 

Due to funding restrictions for this qualification, you must be between the ages of 
16 - 19 years old.

For further information, please contact Julie Aitken on (01674) 662662 for Montrose Sports Centre or Gail Mallarkey on (01241) 438190 for Arbroath Sports Centre. 
Closing date: Friday 18 March 2016
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