	FJF Bid Holder

	Name of Lead FJF Bid Holder: City Of Edinburgh Council 

Provider Record Number: 


Future Jobs Fund – Vacancy 

	Vacancy 

	Job title:   Project Administrator
	No. of people required: 1

	
	Closing Date: 16th August 2010


	Employer details

	Name of Employer/Organisation placing the vacancy if different from Lead FJF Bid Holder: The City of Edinburgh Council

	Contact name:  Tommy Black

Position: Project Manager
Tel no. & ext: 07584323859
	Fax number including STD code:

Telephone number including STD code:

0131 529 3027 Michelle Fenwick

	Address: Portobello

Postcode:
	Email address: michelle.fenwick@edinburgh.gov.uk

	
	No. of employees: 4

	
	Disability Symbol user? N 

	Type of business:
We are a Portobello-based com​munity organ​isa​tion. Formed in 2005, we are work​ing to cre​ate a vibrant and sus​tain​able Portobello. Our projects aim to support local people so they can play their part in tackling cli​mate change and redu​ce their use of fossil fuels, while improving the local economy and quality of life. [image: image1.png]Bedal

Portobello Transition Town







	Vacancy Details

	Job Description:

· Exactly what the job involves

· Is training provided

· What is the Community Benefit


	· To offer IT support to the team

· To assist in developing and maintaining the PEDAL database of members and other contacts
· To assist with updating the organisation’s website and producing other promotional materials 

· To maintain the office including purchasing items, organising repairs, including faulty equipment, as required.

· Day to Day Administrative Support (Filing, answering telephone calls, emails etc)

· To help organise project events as required.

· To undertake training courses as needed.



	Person Specification: 
	· Confident in the use of IT especially database packages and website maintenance

· Ability to be organised and manage varied tasks

· Good written and oral communication skills, and ability to deal with the public in a friendly manner

· Ability to be flexible in helping the organisation achieve its objectives



	Duration of the job (e.g. 6 Months, 9 Months, 1 Year, Permanent):
	6 Months

	Actual days and hours to be worked:
	Monday to Friday To Be Confirmed on Appointment

25 hours per week


	Wage details:
	National Minimum Wage £5.80 per hour


	How do you want eligible people to apply for the job?
	Come along to our information session on Friday 6th or Friday 13th August

Interviews will take place week commencing 23rd August

Estimated start date is week commencing 13th September

Apply through JCP, use of City of Edinburgh Council Application Form. 

Post Applications to:

Future Jobs Fund

The City of Edinburgh Council

Waverley Court

Business Centre G6 

4 East Market Street

Edinburgh

EH8 8BG



This post is funded by the Future Jobs Fund. All posts funded by the Future Jobs Funds are of benefit to the wider community. 
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