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	Job Title:
	JBG Team Member

Administration Support 
(Fixed Term)
	
	Ref No:
	Tea25184



	Salary:
	£10.90ph
	
	Location:
	Glasgow, City Wide



	Hours:
	Full Time (35hrs) typically 
9am-5pm; Mon-Fri
	
	Contract Duration
	Up to 26 weeks

	Overview:

	Jobs & Business Glasgow are excited to announce a new Transitional Employment programme in response to the financial impact of Covid-19 and will provide valuable support to residents of Glasgow City.  
The programme will create fixed term employment opportunities up until 26wks. The opportunity is open to unemployed Glasgow residents, including those directly affected by the impact of the pandemic, actively looking for work and registered with JBG. 
Jobs & Business Glasgow is responsible for promoting a full range of services to unemployed clients and business support across Glasgow. We’re looking for the right candidate who can work in a in a busy front facing fast paced customer service environment. 

Administration support required, the post will be in Registration Services within the Chief Executive’s Department and is delivered over 3 sites: 45 John Street, 23 Montrose Street and the Genealogy Centre in the Mitchell Library. 

Hours of Work:  Monday to Friday 9am to 4.30pm.

Duties will include Filing, Typing, logging mail, arranging registration appointments by phone, preparation of paperwork and attendance at British Citizenship ceremonies, preparation of Birth, Death, and Marriage certificates; Ceremony bookings and payments, assisting clients with family history research and other related administration tasks.  Candidates should be able to demonstrate excellent communication skills, along with a positive, enthusiastic, and understanding manner and have a flexible approach to the working location and needs of the service  

The ideal candidate will demonstrate a flair for numbers, accuracy and can deal with assigned tasks and have experience within the following: -
· Demonstrating a track record in a previous office environment. 
· Dealing with High Volume enquiries
· Can plan, organise, and complete work within a set time 
· A high degree of data entry accuracy, interpersonal and communications skills with the ability to deliver an exceptional and professional service.
· Good literacy and numeracy skills
· Good IT skills
· Can effectively follow security/audit procedures

· Good working knowledge of Microsoft Word/Excel

Successful applicants will be offered a paid work placement up to 26wks and will earn a weekly wage, holiday entitlement and other employee benefits. Successful applicants will require a bank account/credit union account (in their own name). Wage paid weekly (one week in arrears). 
To take part in this opportunity availability is required on the anticipated dates: -
Application Closing date: 

      12noon on Friday 12/05/2023
JBG Pre-Screening                                      Scheduled 16/05/2023

Job Interviews:



      Scheduled 18/05/2023 – City Centre Location
Outcome of Interview:


      Scheduled 22/05/023  
JBG Induction                                                Scheduled 25/05/2023
Job Start Date:



      Scheduled 05/06/2023 (pending disclosure) 
Job Location:



      City Centre location.

	How to apply:   

	Applicants must be registered with JBG 
Applicants must be submitted to Hanlon Ref Number ___Tea25184_____    
CV’s to be saved here: G:\_5. STRATEGIC PROJECTS\1. 2023-24 ILM Recruitment Folder\Registrations - A McMullen\CV's


	JBG Contact:
	Robert McCluskey
	Phone Number:
	0300 123 2898 

	Email Address:
	Robert.McCluskey@jbg.org.uk 


	Closing Date: 
	12/05/2023
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