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TEMPORARY APPROVED PREMISES ADMINISTRATOR (Job ref 020610)
(Temporary until 31 March 2011)

Salary:  £21,391 - £27,102 pro rata
PART TIME: 18.5 per week
Based at Augustus House in Leamington Spa
This excellent opportunity has arisen due to the secondment of the current postholder.  This temporary appointment is offered to 31 March 2011.
Working at Augustus House you will be responsible for the development and maintenance of day to day administrative systems and provide an efficient word processing and administration service.

Your key duties will range from word processing, organising and minuting meetings on behalf of the Approved Premises Manager, dealing with enquiries from the public and dealing with Probation colleagues and external agencies, to administering petty cash imprest accounts and monitoring and reporting on the Approved Premises budget.  We are looking for someone with excellent administration and organisation skills, as well as the ability to cope well under pressure.  You will have experience of reconciling cash and monitoring budgets, also able to use your initiative and work unsupervised.
The closing date for applications is 12.00 noon on Friday 2 July 2010. Interviews will take place on Friday 9 July 2010.

For more information, please see the documents below. To apply, download and complete the Application Form and Monitoring Form and post to Human Resources or e-mail to Nicola.Elmhirst@warwickshire.probation.gsi.gov.uk by the closing date.
Warwickshire Probation Trust is an equal opportunities employer.
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