	Job Title:


	PRODUCTION SECRETARY [PART TIME]

	Business:


	Taylor Wimpey West Scotland

	Location:


	Paisley

	Reports to:


	Production Director

	Direct Reports:
	-
	

	Main Interfaces
	Production Managers
H&S Administrator
	Site Managers

Assistant Site Managers


	Overall Purpose

	To ensure the effective and accurate processing of the Production Director’s correspondence, documents and systems in line with business needs, together with providing secretarial support to two Production Managers and all sites.  Working alongside the existing Production Secretary, the job plays a key role in managing the smooth running of the Department.




	Key Activities

	· Provide general admin/secretarial support to the Production Director, Production Managers and all sites.
· Assist with Health & Safety administration as required.

· Organise meetings and events.

· Attend and minute meetings as required.

· Process Site Instructions.

· Process Completion Certificates.

· Log site paperwork.

· Update Scottish Power web portal / British Gas COR spreadsheets.

· Site stationery orders.
· Create departmental training matrix.

· Organise all [non Health & Safety] departmental training.

· Maintain training database and record evidence of training for the department.

· Co-ordinate and type up departmental appraisals and reviews.

· Maintain holiday / absence records for the department.

· Provide cover for switchboard / reception and assist with opening of mail on a rota basis.

· Telephone liaison and message taking.




	Key Competences

	· Must have excellent administrative and organisational skills.
· Ability to multi-task, prioritise workload and manage time effectively.
· Ability to work accurately under pressure and to deadlines.

· Attention to detail.
· Proactive.
· First class communication skills, written and verbal.

· Confident telephone manner.




	Key Experience

	· Excellent secretarial & IT skills [MS Word, Excel, Outlook and PowerPoint.]

· Experience of working within a fast paced office environment.


If you wish to be considered for this role then please apply to Steven.Laurie@taylorwimpey.com by Friday, 10th February 2012.

Please let your line manager know if you are applying for this position.
