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Washington Mind







(Sunderland West)

ADMIN OFFICER 

Salary

£15725 per annum

Hours

37 Per Week (will 







consider Job Share Applications)
Additional Info
To commence ASAP – Interviews to be held w/c 1.3.2010
Washington Mind exists to enhance the quality of life for people experiencing mental ill-heath, by working in partnership with them in creative and innovative ways. 
The Admin Officer will play a fundamental role in helping Washington Mind achieve its mission by providing extensive administrative support to the Services Manager and the staff of Washington Mind. Duties involve all aspects of office administration, including answering telephone calls, filing, typing, data entry, photocopying and all related duties as required.

The successful candidate will have excellent verbal and written communication skills, with the ability to deal with a wide variety of people in a confidential setting. Experience of Microsoft Office packages including Word, Excel, Powerpoint and Outlook is essential along with experience of working in a fast moving office environment. 

Successful applicants are required to provide an enhanced CRB disclosure. Disclosure expenses will be met by Washington Mind.

In return we offer an attractive salary, rewarding work environment and regular supervision.

If you are interested, please email washingtonmind@btconnect.com for an application pack. 

Closing Date:
Friday 26th February 2010
