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Jigsaw, Unit 28, Bury Business Centre, Kay Street, Bury, BL9 6BU
Telephone: 0161 253 6853
Registered Charity Number: 1115643 


Jigsaw (Bury) EMPLOYMENT OPPORTUNITY
Temporary Administrator (Maternity Cover)
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The Queen’s Award
for Voluntary Service
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The MBE for volunteer groups
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How to apply:





If you feel you have the necessary skills and would like to become an important piece of the Jigsaw please return the application form by 5pm on Friday 12th February 2016





By email: �HYPERLINK "mailto:jigsaw@bury.gov.uk"�jigsaw@bury.gov.uk� 





Or by post to:





Jigsaw (Bury)


Unit 28 Bury Business Centre


Kay Street


Bury


BL9 6BU











For more information about Jigsaw please have a look at our website: � HYPERLINK "http://www.jigsawbury.org.uk" ��www.jigsawbury.org.uk� 





Like us on Facebook: Facebook.com/jigsawbury





Follow us on Twitter: @Jigsawbury








Jigsaw is currently looking to recruit a temporary full time Administrator for Maternity Cover to carry out a range of administrative and I.T. related tasks which will support delivery of the services provided by Jigsaw (Bury).





Salary: £16,000 p.a


Hours: 37 hours per week (over 5 days)














Specialist Skills/Qualifications/Experience





Excellent organisational skills


Self motivating with the ability to work effectively without supervision


Good I.T. skills


Good interpersonal skills with the ability to work as part of an effective team


Disability Awareness


Experience of office administration


Computer literate with experience of a range of office software 


Good level of education.



















