PA/Ipswich JD/Aug 10

3G Communications

Job Description
Job Title:


Project/Office Administrator
Key Responsibilities:
Support the Project Team in client / new business work

Day to day office management
Undertake all tasks in accordance with 3G Communications 
policies
Place of work:
Project site office, Ipswich (with flexibility ie. 1-2 days a wk in 3G Communications, London)
Job offer:
12 month contract, starting immediately

Clean UK drivers licence essential


1. Support  Project Team in all client / new business work
· Assist in the co-ordination and logistical support for public exhibitions, events, meetings eg. research and book venues, hire display materials, organise catering, mail merge invitations, monitor and manage responses, assist with set up and take down, run event reception on the day 
· Liaise with designers, production companies and photographers as directed by the Project Team

· Download site/route review photography, assist in management of photographic library
· Research project route/location and provide stakeholder/community mapping and reports

· Undertake community and political profiling research and produce reports as directed
· Produce and maintain stakeholder databases (to include political and media) 
· Desktop research existing and proposed infrastructure site locations/route corridors and record data  

· Set up and update contact databases

· Monitor media, scan and distribute relevant articles (local, trade and national)
· Create and maintain client media databases and issue press releases where appropriate

· Monitor electronic media, blogs and other social networks as directed by the Project Team

· Assist in the preparation and formatting of new business and client documents
· Take accurate minutes at meetings

· Produce mail drops, mail registers and mail merges
· Prepare materials for mail drops and distribute as required

2.
Day to day project team support, Ipswich site office
· Follow Health & Safety site office procedures
From Ipswich site office, manage the following aspects to the community relations and stakeholder engagement programme:
· Answer the telephone/manage calls and direct to appropriate people (including media calls)
· Assist in preparation and management of meetings on site (including providing refreshments and purchasing supplies)

· Sort and process post 
· Log all courier/taxi services ordered – sent and received

· Manage site office filing systems – electronic and paper

· Manage and record borrowing of all Company equipment

· Manage purchase order systems

· Keep office space tidy 
3.
London office support
· Assist the 3G project team in monitoring and recording all tasks required to meet 3G Communications H&S and Environment policies
4.
Assist in the smooth running of the Contact Centre
· Attend (in person or by teleconference) weekly 3G Contact Centre meetings to ensure Contact Centre team are aware of the latest issues/programme
· Answer dedicated project 0800 number – refer any calls to appropriate member of Project Team or take message and pass on
· Monitor generic project email addresses – forward to appropriate member of Project Team to manage response
· Log all dialogues on Contact Centre/IPC Tracker system
· Participate in the project mobile phone rota (if required on 24hr)
Skills required

· Excellent organisational skills

· Self motivated and uses initiative

· Strong interpersonal and communication skills

· Good IT skills in Microsoft Word, Excel, Powerpoint and Outlook
· Experience in using photography software eg. Picture Manager 

· Driver with clean licence, a car owner or access to a car
PAGE  
2

