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Participants Role Outline


	Type:
					Work Placement 


	Role Title:
	Administration Assistant 

	Where:
	One Manchester, Lovell House, Archway 6, Hulme, M15 5RN  / Agile  This will be a mix of working from the office and home working we will supply all equipment needed to fulfil the role at home

	Commitment:
	3 days per week  We can be flexible in working days 

	Duration:
	8 weeks 

	Requirements:
Include an introduction to the work & example of tasks and duties
	
At One Manchester, you’ll see the difference you make to people’s lives and local communities. We manage more than 13,000 homes across our proud city. But there’s so much more to us than that. We build thriving communities and places where people want to live. We help people to learn, manage their money, launch successful businesses and improve their employability

This placement is in the One Living team which is the team responsible for selling and letting our new developments, as well as offering a property management service to our existing shared owners, leaseholders, market rent, and rent to buy customers. 

It’s a really busy, fast paced, team but there are lots of exciting projects underway 

Typical duties may include :
 
· Uploading documents onto documotive and sharepoint to help ensure full digital record keeping and compliance 

· Booking in repairs for our customers and liaising with our contact centre, contractors, and customers as required 

· Assisting with pre and post lettings and sales administration 

· Adhoc administrative duties as and when required 



	What’s In It For You 

	This is an opportunity for someone to strengthen their admin skills whilst dealing with people at all levels.  One Living deal with sales, market rent, rent to buy, and leasehold management so the workload is varied and the postholder will have the opportunity to learn more about these areas 
You will:
· Develop and grow your administration skills and confidence
· Gain commercial housing experience
· Gain a further understanding of social housing scene
· Experience working from home and working autonomously
· Provided with a reference and certificate upon completion
· Provided support with travel of lunch  


	Skills or Qualifications required
	Although a placement is all about providing you with the opportunity to learn and develop. In order for a placement to be successful we require some foundation knowledge and skills in order to make the best use of the 8 week programme.

You should be:

· Good at timekeeping
· Good at communicating – happy to communicate over email, phone and teams/facetime
· Confident in using Microsoft packages, outlook and sharepoint
· Confident in your ability to complete administrative tasks

Training will be provided on the use of our CRM system.


	How to Apply

	Contact Natalie.bailey@onemanchester.co.uk or telephone 07940752264

	Closing Date
	30th April 2022 
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