Workshop office admin/clerk – Fleet workshop
Contract: Fixed Term - 6 months Salary: £10.48 p/h, Number of hours: 30 hours per week

Employer: Midlothian Council

Location: Fleet Workshop, Bonnyrigg

Number of hours/working pattern: 08:30 – 15:00 , Monday to Friday

Job Placement summary:
· Filing, data input, assist with maintenance planning, compiling data spreadsheets

· Dealing with other council departments regarding booking in vehicles for inspections or repairs.

· Dealing with 3rd party repairers

What will I learn and what skills will I gain?
· The candidate will learn how to play a significant role in a small team, they will learn and/or improve on any previous admin experience and the role will grow and develop with the successful individual.

