
Job Description 
 

Date  
17 / 02 /09 

Category  
Business Administration 

Location  
Sutton Fields HU7 

Job 
Description 

Telephone answering , IT work , general administrative 
duties for a small , busy Engineering company 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Skills required Good communications and IT skills , friendly and a good 
team player 
 
 
 

Reference PW02 
 

 


