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FWF Hospitality Skills Academy – Work Experience Placement Details Form


	Placement job role/title
	Staffing Assistant – Hap Solutions

	Job Description
	



· Assigning and confirming shifts on shift booking system
· Communicating with members of staff ahead of work
· Pre shift admin management
· Post shift admin management
· Updating company database/website
· Reporting to Staffing Manager and any tasks they require
· Any other admin tasks as required by the business



	Additional Information 
(e.g. dress code, PPE, breaks, hours, expectations etc.)
	
18-25 Years Old
Greater Manchester
12 hours a week
Flexible hours – to be discussed with employer


	In-House Training details
	
1-2-1 Mentoring and support alongside work placement.



	Placement Supervisor/Manager details 
(Including contact details)
	
Clare Pritchard
07341482197



	Safeguarding/Wellbeing contact for this role
(If different from above)
	





Key Skills	
Not Specified
Insurer: 
Policy Number: 
Policy Expiry: 
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