
 
 

Employer – NE Youth 
 
Vacancy – Business Administrative Support Worker  
 
Working pattern and contracted hours – TBC - £8.91 per hour  
 
Number of vacancies 1 
 
 
 

Job Summary  
The role of Business Administration Support Worker involves being at the heart of all 
operations and providing general administration support as well as supporting the 
planning and running of organisational events and activities. Full training will be 
provided to help further develop administration and communication skills and you will 
be engaged in a range of professional development opportunities. You may be home 
working or based at the workplace, this will be discussed at interview.  
 
The following duties are an example of what the role will entail. You will keep accurate 
and well organised records, as well as keeping computer systems up to date. 
Maintaining social media accounts and producing regular e-newsletters, as well as 
preparing documents and printing and copying. 
 
Answering telephones and directing calls to the appropriate individual/service, 
scheduling appointments and events and writing and issuing organisational 
correspondence. Duties will also involve ordering office stationary and other supplies, 
collecting and inputting data  and participating in office meeting and taking minutes.  
Learning about, and promoting, the organisation’s services and fundraising events and 

building professional relationships with colleagues and stakeholders is also important.   

Essential skills, experience 
and qualifications 

 
 

 
We want to hear from candidates who are able to 
communicate effectively, be an effective team player 
and have good time management skills. You need to 
have good IT skills and a GCSE English Language or 
equivalent at Grade C. You need to be willing to work 
flexible hours and undertake an enhanced DBS 
disclosure. You need knowledge and experience of 
using Microsoft office and social media platforms and 
be committed to producing high quality work in a fast 
changing environment.  



 
 
 

 

Employability Support  
You will be offered a range of employability support throughout your time in this role. 
This will include looking for long-term work and apprenticeships, as well as careers 
advice and goal setting. You will also have tailored CV building and cover letter 
sessions.  
 
You will have support preparing for interviews, this will include mock interviews and 
lessons on how to complete application forms. There will also be training in social 
media and professional boundaries.  
 
You will also have regular time allocated to completing application forms and applying 
for jobs. 
 
There will be a structured timetable of learning, that you will attend as part of your 
working week. 
 

 

 

 


