   [image: image1.png]tngage

Making a success of Employer Engagement





Tourism Futures PET

Work Placement Description Form

	Name of Organisation:

Department: 
	We Love Local


	Contact Name:

Job Title:

Contact Number:

Contact E-mail:


	Melissa Love

Managing Director
01273 206865
melissa@we-love-local.com

	Work Placement Position:
	General Assistant

	Placement Address:


	We Love Local Ltd

63 Coleridge Street

Hove. BN3 5AA 

	Will the placement lead to permanent employment if the candidate is successful?
	YES
	NO
	Possibly (Please give details)

There may be some casual hours available in the next 3 months


	Name of person managing the placement candidate:

Job Title:
	Melissa Love (Director)

Bob Lane (Director)

	Position Start Date:
	flexible
	Position End Date:
	flexible

	Description of the role: Answering phone, taking orders, stocktaking, filing, compiling orders, helping with deliveries.

 

	Key Tasks: 

On non-operational days, working in the office on general administrative tasks as well as answering the phone, taking orders, stock-taking and other tasks as they arise.

On operational days, compiling orders & helping with deliveries (travelling in van, not driving).



	Skills Required:

Full training given but experience of customer-facing roles an advantage. Knowledge of food helpful.
Good web skills particularly helpful.


	Working Hours: varied around the business maximum 8 hours shift. 



	Training Available: On the job training. Statutory training



	Legitimate restrictions to job role:



	I agree that the above statements are true and give permission for the Tourism Futures PET to use the above information for circulation to its candidates.

Signed………Melissa Love
Name…………………………………………………………………………………………………………………………

Date…………19th February 2009.

PLEASE NOTE. This position will be open to all Tourism Futures PET training candidates and will therefore be filled by first appropriate candidate to respond.  Once the candidate is in position, please contact Linda Shaw at Working Links immediately if there are any queries or concerns on 07984650971.

	Thank you for taking part in this project and for giving someone an opportunity to work within your organisation  


Once completed, please email to claire.mitchell@engagesolutions.org.uk   

Please contact Claire Mitchell on 07812 177427 if you require any further information or have any queries. Thank you
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