VACANCY

Post: Team Administrator
Hours of work: Full time, 9am – 5pm Monday to Friday
Salary: £20.000 pa 
Location: GamCare Head Office, London 
Accountable to: Managing Director, GamCare Enterprises Ltd 
GamCare: GamCare is the UK centre for the provision of treatment, information and advice for problem gambling. GamCare operates the national telephone helpline as well as face-to-face counselling services. GamCare maintains a non-judgemental stance towards gambling and works closely with Government, regulators and industry to minimise the potential for harm through gambling. 
GamCare Enterprises Ltd: GE Ltd is a newly formed company, wholly owned by the charity GamCare. It is through GE Ltd that GamCare sells training, consultancy, auditing and accreditation services to industry and relevant partner organisations. Any profit generated by GE Ltd is transferred to GamCare to fund the ongoing provision of counselling and support services. 
Duties: 

· To provide administrative support to the Managing Director and GE Ltd team; 

· To ensure the timely preparation of training resources and information packs for training delegates;

· To make travel and accommodation bookings for staff;

· To liaise with clients and training venues to ensure necessary equipment is available for training;

· To assist in the collection and management of client contact information;

· To provide initial information by telephone and email to prospective and existing clients in support of the Managing Director and GE Ltd team;

· To assist in the production, management and distribution of GE Ltd and GamCare literature and publications; 
· To undertake any other duties reasonably identified by the Managing Director GE Ltd. 
Key Skills and Experience:

Essential:
· Educated to A level (or equivalent) standard;

· Minimum 12 months experience in the provision of office-based administrative support;
· Effective time management and organisation skills;

· Initiative and the ability to work alone as well as part of a dynamic team;

· Professional verbal and written communication skills;

· Intermediate to advanced IT proficiency to include Microsoft Office, email and Internet. 

Desirable:
· An understanding of addiction, notably gambling addiction and of the work of GamCare; 
· Experience of providing administrative support in a training environment.
For more information about GamCare please visit www.gamcare.org.uk. 

For an application form please contact Marjorie Jones, GamCare Business Administrator on 020 7378 5200 or email Marjorie@gamcare.org.uk 
Closing date for completed applications: Monday 16th April 2007

Due to resource restrictions, unsuccessful candidates will not be contacted.

