
Job Description 
 

Date  
19 / 02 / 09 

Category Business Administration 
 

Location Bransholme HU7 
 

Job 
Description 

Administration Assistant 
General administrative duties including filing , photocopying , 
faxing plus some reception and telephone answering duties 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Skills required Well presented , good communications , computer literate , 
enthusiastic , living locally would be an advantage . 
 
 
 

Reference PW5 

 


