Job Description

Job Title:  Business Administration Apprenticeship (Data Input)
Hours of Work: 37.5 hours a week 

Salary: Apprentice salary
Location: Southend United Football Club

Responsible to: Southend United Community and Educational Trust (SUCET) Community Manager (Quality & Impact)
Main Purpose: To support the Community Manager (Quality & Impact) in providing, capturing and reporting relevant information regarding SUCET’s operations 
Key Responsibilities

1. Communication and Working Relationships

1.1 Provide excellent customer service to all external and internal customers.

1.2 Communicate effectively with colleagues to ensure efficient customer service.

1.3 Welcome customers promptly and warmly and answer telephone queries

2. Planning and Organisation

2.1 Arrive in good time and be well prepared for the days work

2.2 Be aware of current promotions and targets to be able to promote at all opportunities.

2.3 Work flexibly to meet the needs of the business.

3. Administration

3.1 Maintain records as required.

3.2 Be aware of and adhere to Standard Operation Procedures at all times. 
3.3 Carry out daily cleaning duties

3.4 Key responsibility for capturing, inputting and extracting qualitative and quantitative information from SUCET’s M&E system

4. Finance and Resources

4.1 Report low supplies to colleagues.

4.2 Where required, cash up following set procedures.

4.3 Provide excellent customer service to maximise sales.

5. Supervision and Leadership

5.1 Ensure a high level of personal customer service in all dealings. 

5.2 Promote a customer focused culture by example, providing a professional, friendly and courteous service to all customers.

5.3 Promote a safe, healthy and environmentally secure environment, adhere to all statutory requirements.

5.4 Act as an ambassador for Southend Utd Football Club.

6. Policy and Research

6.1 Be aware of SUCET’s activities to be able to discuss them competently with customers.

7. General

7.1 Promote anti-discriminatory practices in all work undertaken.

7.2 Have an understanding of the work and aims of SUCET.

7.3 Undertake training and development relevant to the role.

Carry out duties in accordance with the employing agency equal opportunities policy, information security policies, financial regulations and the Health and Safety at work Act
Special conditions:

Keep records of financial spend and maintain records, statistics and information, both quantitative and qualitative, for monitoring purposes and contribute to the on-going development of the organisation
The post holder will be required to work some evening and weekends as the requirements of the job demands

Undertake other duties and responsibilities as required from time to time commensurate with the grade of the post
Further information:

Southend United Community and Educational Trust is a Best Practice Employer and are committed to safeguarding and promoting the welfare of children and young people. It expects all staff and employees to share this commitment. Staff should understand the Trust’s safeguarding policy, procedures and best practice guidelines and use this understanding to ensure safe working practices, appropriate reporting of concerns and contribute positively to an environment that is free of bullying and harassment. Employment will be subject to a satisfactory Enhanced DBS Disclosure and two written references.

Southend United Community and Educational Trust is an Equal Opportunities employer.
To apply for the post, please send a current CV and covering letter to Kylie Halls, Southend United Community & Educational Trust, Roots Hall, Victoria Ave, Southend on Sea, SS2 6NQ or email k.halls@southendunited-cet.co.uk 
For further information please contact SUCET on 01702 341351
Application closing date: Friday 27th July – 5pm
