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Administrator and Social Media Assistant 
Department: Realise Your Potential 
Days/hours required: TBA
Job Purpose
[bookmark: _GoBack]To assist the Realise your Potential team to support Cadwyn tenants and individuals within the local community to access education, training, volunteering, work placement and paid work. 
Key Responsibilities
1. Assist members with Job search and CV writing 
2. Photocopying, printing, scanning, filing 
3. Deal with enquires on the telephone and by email
4. Managing the waiting list
5. Manage social media sites 
6. Booking and making RYP members aware of training opportunities.

Skills:
· Excellent Communication skills
· An understanding  of the issues individuals face when looking for employment /volunteering or accessing education or training 
· Awareness and understanding of social media sites
· Good organisational skills 

Attitude:
· Empathetic
· A can do attitude 
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