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Senior Office Administrator

Apply Now

Company: Page Personnel

Location: United Kingdom

Category: other-general

Access to an employee benefits and discounts app.

A range of employee recognition schemes to reward your hard work.

About Our Client

We are a leading UK-based organisation specialising in property services. With a workforce

exceeding 1,000 employees, we are committed to delivering top-quality services to clients

across the country. Our headquarters is located in Burton upon Trent.

Job Description

Overseeing daily administrative operations in the property department.

Supporting the team in secretarial and business-related tasks.

Managing office supplies inventory and placing orders as necessary.

Coordinating office activities to ensure efficiency and compliance with company policies.

Implementing procedural and policy changes to improve operational efficiency.

Preparing reports and presentations for internal and external use.

Managing agendas, travel plans and appointments for senior management.

Maintaining a safe and secure working environment.
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A successful Senior Office Administrator should have:

A recognised qualification in business administration or a related field.

Experience in a secretarial or business support role within the property industry.

Excellent organisational and time management skills.

Strong interpersonal and communication skills.

Proficiency in MS Office and office management software.

A keen eye for detail and a problem-solving mindset.

What's on Offer

A competitive salary of around £25,000 per annum.

A generous holiday entitlement of 20 days, increasing to 25 days after one year's service.

A range of employee recognition schemes to reward your hard work.

Access to an employee benefits and discounts app.

Family friendly support and a positive company culture.

If you're an organised individual with a passion for the property industry, we encourage

you to apply for this exciting opportunity in Burton upon Trent.
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