	Andersonstown Traditional & Contemporary Music School

JOB VACANCY – TEMPORARY POSITION (Part-Time) up to 31st March 2022
Administrative Officer (Part-Time)
(16 hours per week)

Salary:  £ 7,413 per annum

We are seeking a competent Administrator, on a temporary ‘part-time’ basis, to provide reception, administrative support for A.T.C.M.S.
Main Duties –

· Carry out general administrative duties which include – typing and data input, answering phones, postal procedures, communicating with clients, maintaining filing systems and invoice procedures, ordering stock, maintaining Petty Cash and maintaining monitoring records, etc…
Applicants should have –

· at least 2 years’ experience & working in an administrative position and knowledge of efficient administrative systems
· a recognised qualification in English and Mathematics
· good communication / interpersonal skills both oral and written

· an ability to work as part of a team and / or on own initiative

· good IT Skills in terms of – experience of using email, internet, word processing, databases and spreadsheet packages accurately and with good attention to detail

· good Social Media skills
· ability to work in a team and on own
· willingness to undertake training as required and learn new job skills
· This post entails working in Regulated Activities and therefore, you will be subject to AccessNI Enhanced Disclosure Requirements.
Applicants who do not possess the above requirements for this post, may be considered, provided they can demonstrate substantial relevant experience.  Subject to funding, this position may be extended beyond March 2022.
To Apply – Applicants should forward their CV
Closing Date for Receipt of C.V.’s:     Wednesday 20th October 2021
C.V.’s must be e-mailed to atownmusicschool@gmail.com
Andersonstown Traditional & Contemporary Music School

Westcourt Centre, 8-30 Barrack Street, Belfast, BT12 4AH
Phone:      90 434 894
A.T.C.M.S. is an Equal Opportunities Employer




