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Centre Administrator


 (fixed term contract for 6 months)





 £19,260 - £20,677. 37 hours per week (incl evenings and weekends)





We are looking for a suitable candidate to manage the day to day running of the Waterside Centre.





You will be responsible for ensuring the upkeep of financial records for the income at the centre, current legislation and Health & Safety. You will liaise with all contractors onsite ensuring the appropriate sign in and out procedures are followed. 


You will develop lettings procedures and manage the lettings of the centre.


You will be the main contact of the centre, dealing with the post received and distributing this to the appropriate staff member.





Berkshire Youth is committed to the protection and safeguarding of children, young people and vulnerable adults


Successful candidates will undertake an enhanced DBS check and references





For an informal chat or to obtain an information pack please contact


David Seward, Chief Executive Officer; email: � HYPERLINK "mailto:admin@berkshireyouth.co.uk" �admin@berkshireyouth.co.uk�;  phone 0118 909 0927





Closing date for applications: 	12 May 2021


Interviews: 				w/c 17 May 2021
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