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Placement UK is The European Undergraduate Placement Organisation, based in Warwickshire, England. We place European Undergraduate on internships in UK companies. Please Note that this is a FREE SERVICE to you and your school.  For more information about all our placement opportunities, please visit our web site at: www.placement-uk.com
Placement Opportunity

	Reference:


	JLS 5

	Job Title:


	Assistant to Director

	Company Description:


	Marina & Boatyard

	Location:



	Ely, Cambridgeshire

	Stay duration:


	6-12 months 

	Start Date:


	May 2007
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Job Description:

This is an excellent opportunity to assist the Director of the company with aspects of running the business. The successful candidate will be primarily office-based with some yard presence. Tasks and responsibilities include the following; 

· Handling enquiries via the telephone & face to face

· Placing orders & checking off deliveries

· Producing invoices & chasing payments

· Update databases

· Contents management of website

· Liaising with yard workers

· Allocate moorings

· Monitor ongoing repairs jobs

· Operate till & fuel sale station

· General Office administration including keeping office clean, tidy & stocked.

· Hours of work will Mon–Fri 9.00am – 5.00pm, Sat & Sun 9.00am to 5pm on a rota, Bank Holiday cover required at times. 

Essential requirements:

· Excellent spoken & written English 

· Excellent interpersonal skills

· Professional telephone manner 

· Computer literate

· Numerate

· Hardworking, motivated & a self-starter

Desirable attributes:

· Previous office experience an advantage though not essential.

· An interest in boats would be advantageous. 

Company details:

· The is a marina/commercial & leisure shipyard with two sites. One based in Ely, Cambridgeshire and the other at Northwich, Cheshire. 

· The owners were once students and are willing to devote a lot of time for the right candidate.

Location: 

· Ely is a cathedral city in the East Cambridgeshire district of Cambridgeshire in the East of England and 64 miles (103 km) east north-east of Charing Cross in London. 

· Ely has been informally accounted a city by virtue of being the seat of a diocese, its status was confirmed by Royal charter in 1974; at that time the parish council was formed during a reorganisation of local government. With a population of 15,102 in 2001, Ely is the third smallest city in England (after Wells (Somerset) and the City of London) and the sixth smallest in the United Kingdom (with St David's, Bangor, and Armagh also smaller)..

· The city is very attractive retaining many historic buildings. Ely is on the River Great Ouse and was a significant port until the 18th century. The River is a popular boating area with a large marina. The University of Cambridge rowing team have a boathouse on the bank of the river and train here for the annual Boat Race against Oxford University. The 1944 Boat Race was raced on the River Great Ouse near Ely, the only time it has not been held on the River Thames.

Remuneration details:

· A training allowance of £600 per month will be provided to assist with accommodation and subsistence costs. Student may also be allowed use of a boat.
· NB: This remuneration package is not negotiable under ANY circumstances. Any attempt by any applicant to re-negotiate remuneration will result in immediate and permanent withdrawal of our services.
How to apply?

· Go to our website www.placement-uk.com, ‘Student’ area. Click on the ‘Opportunities’ link. 

· Browse our offers by your desired criteria and apply to it by clicking on the ‘apply’ button. You will be required first to login with your details or to create a new account.

· Important: Please note that unless you have a valid EU passport, an EEA passport or a valid UK visa, we are unable to place you. Important:

· Please be aware that if you are selected, you will be required to provide the company with a placement agreement from your academic organisation.

· For any enquiries, send an email via the ‘contact us’ tab.[image: image2.png]
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Placement UK Ltd

12, Station Road, Kenilworth, Warwickshire, CV81JJ, United Kingdom

Tel.: +44 (0) 1926 511 610 Fax: +44 (0) 1926 864 222

 www.placement-uk.com
VAT Reg.No. 861 3090 40
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