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138-140 Cambridge Heath Road, London E1 5QJ
020 89807998
www.bikeworks.org.uk
Junior Administrator and Receptionist
About Bikeworks:

Bikeworks is a London based social enterprise that uses cycling as a tool to tackle social and environmental challenges in the community.
Bikeworks was set up to take advantage of the market opportunity represented by the rapid growth of cycling and the potential this offered to deliver strong social and environmental outcomes through the social enterprise model. 
Bikeworks is looking for an individual who will thrive in a fast paced, upbeat working environment.  
Scope of the role: 
The role will involve working as part of the Operations Team dealing with day-to-day administrative and reception duties.  The role will require a bright, proactive and articulate individual who is able to use their initiative and take on further responsibilities over time. 

Salary & conditions:

· £15 - £18k depending on skills and experience
· Full time Monday – Friday 8:30 to 17:30 with occasional out of hours work

 possible

· 30 days holiday (pro rata)

· Pension contribution

· Initial one year contract with expectation of becoming permanent. 

To apply for this job send your CV and a covering letter to jen.robertson@bikeworks.org.uk.
In the covering letter please respond to each point in the person specification and job description, outlining why your skills and experience make you the right person for this role. 

Apply by: 5pm Monday 24th October
Interviews to be held the following week TBC
Start date: ASAP
Person Specification
Essential Skills & Experience

· Strong organisational skills & ability to handle high volumes of calls and email enquiries with consistency to a professional degree
· Strong oral and written communication & interpersonal skills
· Familiarity with standard Microsoft IT packages including Word, Excel and Outlook
· A good manner when dealing with face to face enquiries and transactions and an ability to deal with people from a wide range of social groups and backgrounds
· Ability to work under pressure and use initiative to complete a variety of tasks in a very busy office
· Experience of cash handling
· Excellent standard of English – both written and spoken
· Educated to A  level standard or equivalent
Desirable Skills & Experience

· One year or more of experience in a similar role
· An understanding of and buy into Bikeworks organisational values as a social enterprise
· An interest and knowledge of cycling
Reporting to: 
Operations Manager
Job Description
Reception: 
Dealing with telephone calls, enquiries, emails and messages

Day to day operation of the reception area

Customer care & greeting visitors

Some retail sales in the bike shop
Administration:
Scheduling appointments/diary management
General correspondence & administration duties
Some ordering duties

Any other administrative duties as required


