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Treasury Assistant Advert

A wonderful opportunity has arisen for an Administrative Assistant (Treasury Assistant) in Central London working within an excellent team.  You will be responsible for the general administration and assistance to members of the organisation, assisting them with queries, purchases and bookings of events within the organisation.  

As an excellent team player you will also have the following skills:

· Manning the switchboard, taking calls, responding and directing them accordingly

· Stock taking of the Inn’s merchandise, re-ordering where appropriate

· Attending meetings, taking notes and minutes as appropriate

· Keeping relevant notice boards up to date with up to date information

· Making minor updates to the relevant notice boards on the website

· Ordering stationery, keeping control and records of stock

· Administration of proximity cards for staff, contractors, visitors etc

In addition you will be responsible for providing administrative assistance to the Deputy Under Treasurer (Education) and the Students Officer as required. This role will attract a salary in the range of £17k up to a maximum of £19k plus excellent benefits including pension scheme, private medical cover, life cover as well as a generous leave allowance. 

You will have a great organisational skills, a pleasant manner both over the phone and in person. 
If you would like to apply for the Treasury role please send your CV and covering letter outlining your suitability to: l.odaly@middletemple.org.uk
http://www.middletemple.org.uk/
Applications must be received by 1st February 2012
