General Administrator
Starting salary  : £ 16,408
HOST is seeking to recruit a General Administrator to administer the student-host programme. This is a varied role and you’ll work closely with the Student Programme Manager. This post requires an organised and committed individual, with experience of managing and delivering projects and working within measured targets. You must have some administrative experience. You will be able to multi task, prioritise and plan your work. Excellent IT skills are required along with good time management skills. Excellent organisational and communication skills are required for this role.

If you are interested in applying for this role and feel you have the desired skills and experience, please download the documents and complete and return the application and monitoring form to Susie Rajagopal
This is an e-application process because all post-holders are expected to be familiar with ICT. You are able to download the required documents below.

The application process:
We would ask you to return the application form and monitoring information by attaching them to an e-mail as word documents. 

The deadline is 12 noon on Monday 23rd August 2010. We can only accept forms electronically. 
Application forms will be short-listed without identifying details, to ensure equality of opportunity.

Short-listing will be done by scoring applications against the person specification. We will e-mail the short-listed candidates, inviting them to attend an interview on 9th September and giving details of any preparatory work required. 
Please indicate on the application form if you may have problems attending the interview or if you prefer am or pm. If invited for interview, you should confirm that you can attend at the time given or contact us immediately if you cannot.

Applicants not shortlisted will NOT be contacted.
The interview will consist of an interview. You may also be required to sit for an in-tray test and if so, you will be informed of this if you are invited for interview. The interview panel will consist of three people, each of whom will ask a series of pro-forma questions. You will be scored on your reply and selection made accordingly.
We would contact the successful candidate by telephone and/or email. Formal feedback will be available in the week commencing 4th October; please ask if you require it.
Start date:

We would hope that the successful candidate will start on or before 18th October 2010.
Tips for completing the form:

· When you are telling us about your experience, please refer to the person specification in detail – we will be scoring you against these attributes in order to decide whether to shortlist you.

· We would like you to give brief examples of your experience so that we can understand what you’ve done before.
· You may have had a range of experience outside your working life, such as family responsibilities, volunteering or community involvement. Please feel free to use these as examples. 
· Please expand any of the sections on the form to suit your reply, keeping your answers concise and making the relevant points clearly.
Please note that unless you complete this section in full, you will not be considered for interview.

Leave to work in the UK:
You should ensure that if you require a work permit to take a job in the UK that you have it, before you apply for this job. We would not consider any application if the applicant does not have permission to take employment in the UK on the date the application. Such applicants must also have valid leave to remain (and take employment) in the UK for a minimum period of 14 months in October 2010. 
Information about HOST UK:

HOST UK was registered as a Company Limited by Guarantee and a Charity in 1987 with the support of The British Council and The Victoria League. Since then HOST UK has been funded to varying degrees by the Foreign and Commonwealth Office and other donors. Approximately half of our income is earned through institutions such as Universities, subscribing to our programme and paying some or all of the fee to send their international students on a HOST visit.

We have a small team of staff at our office in London and around 40 volunteer Regional Organisers nationwide who each manage between 30 and 80 volunteer host families.

For more information about HOST UK, please see our website at www.hostuk.org  

Queries:
If you have any queries please address this to Primrose Paskins and it will be dealt with as appropriate. 
Complaints:
If you have any complaints about the selection procedure during or afterwards, please contact Susie Rajagopal, Chief Executive at the HOST office, Unit 8, 8 Orsman Road, London N1 5QJ or  Susie Rajagopal
Download :

· Application form 

· Monitoring form 
· Job description and person specification 
· Further information about terms and conditions 










