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Administrative Trainee
The post
You’ll be working in a friendly, fast-paced environment where much of the work is groundbreaking.  Our job is to make evidence and research about teaching and learning useful for teachers and policy makers.  There’s more information about the projects we are currently involved in below and on our website www.curee.co.uk.
The post is based in Coventry, within easy walking distance of the station.  Some travel within the UK may be needed from time-to-time.

The Role
You will be providing administrative support to the infrastructure team and when appropriate to the content team.
You’ll need to be hardworking, well organised, well presented, punctual and willing to learn.
Your key responsibilities will include:
Administrative support on project work and business support including:

· preparing support materials for others;
· collating papers and resources for meetings and/or events;
· updating and maintaining databases; and 
General administrative duties:

· typing, faxing, photocopying materials and other general office responsibilities;
· answering telephone and e-mail enquiries; 
· managing correspondence;
· general correspondence (email, snail-mail, telephone etc); 
· helping with diary management
· setting up meeting rooms;
· ordering refreshments;
· working courteously and positively with clients; and
· maintaining computerised, manual and archive filing systems.
You’ll need to be organised, flexible and unflappable, able to work to tight deadlines and interested in contributing to the growth of the business.
All our staff are expected to work collaboratively, as part of a team and to undertake other duties appropriate to their post’s grade and nature.

All our staff are supported through active professional development opportunities so that they can reach their full potential. A younger trainee will be supported to achieve appropriate qualifications.
The company

CUREE is an independent organisation at the leading edge of knowledge management in education.  Working with a range of individuals and organisation, mostly in the public sector, we provide writing, editing, research and training services to support the use of research and evidence to improve teaching and learning.  We are proud of our ability to take the outcomes of academic research and explain how the findings can be used by teachers to improve what they do in the classroom. CUREE’s current major clients include the Department for Children, Families & Schools, the General Teaching Council for England, the Qualifications & Curriculum Authority, Quality Improvement Agency and the Learning and Skills Council.  Our work covers the full spectrum of education, from early years to Post 16.

CUREE has a small and collaborative core team based in Coventry and is also able to draw on a range of contributions from associates.  We pride ourselves on our flexibility of our staff and their response to new challenges. We are a flat organisation with little need for hierarchy and we are committed to the ongoing development of our staff.  CUREE staff are committed to using their many skills for the benefit of our clients and are not particularly interested in the niceties of job demarcation.

CUREE staff usually work on a number of projects, and with a range of clients, at any one time.  For examples of our current projects look on our website:  www.curee.co.uk
Terms and Conditions

This is a full-time post with normal hours of 37.5 per week. Holiday entitlement will be 20 days per year (rising to 25 after 5 years) in addition to Bank Holidays.  Salary will fall within the range £10,000 to £12,000 depending upon experience, skills and knowledge of the appointed candidate.  

The company has a designated Stakeholder Pension Scheme, to which it makes a matching contribution of 4%.

How to apply

Please visit our webpage at http://www.curee.co.uk/about-us/work-curee to download an application form.  Once complete, email it to Sian Bravington at sian.bravington@curee.co.uk.  The closing date for applications is Thursday 28th March and interviews will be held on Tuesday 9th April. For further information please contact Sian Bravington at sian.bravington@curee.co.uk.
Administrative Trainee
Person Specification

	
	Essential 
	Desirable

	Qualifications
	· good general standard of Education including:
· 5 GCSE (or equivalent) including Mathematics & English Language Grade A-C. 
· AS/A levels or vocational equivalent.

	· RSA III Word/Text Processing or equivalent ability; and

· Business qualification level  4 or above.

	Experience
	· Experience of working to deadlines.
	· experience of working in a time charged or project based environment.

	Skills
	· good written and oral communication skills;

· good personal organisational skills;
· team player who knows how to take responsibility;

· flexibility;

· attention to detail;
· good keyboard skills;
· ability to work effectively;

· ability to identify and work through problems ;
· effective time management; and
· ability to work effectively with others via telephone and in person.
	· good, persuasive interpersonal skills;
· ability to represent the company positively, accurately and courteously.

· ability to take intelligent initiatives

· able to solve problems

	IT Skills
	· familiarity with Microsoft Word, Excel and Outlook;

· familiarity with  Internet; and

· familiarity with  electronic file management.
	· confident user of Microsoft Word and Excel;

· confident using  Outlook and internet;

· confident using electronic filing systems.

· familiarity with PowerPoint;

· familiarity with spreadsheets; and

· familiarity with databases.



	Personal attributes
	· positive attitude and a willingness to learn;

· optimism, cheerfulness and an interest in other people; and

· honesty.
	· self awareness.


