CLLE Admin Assistant – Croft Street Hub
Contract: Fixed Term - 6 months Salary: £10.48 p/h, Number of hours: 18-20 hours per week

A PVG is required and will be paid for by the employer.

IT Skills required

Employer: Midlothian Council

Location: Croft Street Hub, Dalkeith

Number of hours/working pattern: Monday to Friday – work pattern to be agreed

Job Placement summary:
· provide general admin support – filing, spreadsheets, input to management information systems and ordering stationery

· general office duties, answering the phone and meeting and greeting participants

· Dealing with other council departments

What will I learn and what skills will I gain?
The candidate will work as part of a small team and develop their admin and teamwork skills.

