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	Job Title:   Project Assistant
Location:  Central Coventry, near train station


	Hours and days of work:  30 hours per week 



	Salary:   National Minimum Wage



	Summary & Company Background: 

Privately owned company that are training providers, have been established 11 years, deliver training from basic English and maths through to ECDL.
Largest provider of training under well known brand in Coventry and Warwickshire and have Champion centre status for UK Online provision across the city’s community libraries.

Head Office is near to the train station in central Coventry but also have an outreach centre in Torrington Avenue as well as a full-time centre and presence in Coventry Central Library.

Prides itself on providing training tailored for and accessible to members of the community including those unemployed as well as those looking to up-grade basic quals in English, Maths and IT and is based around informal and flexible learning.

Essential Duties and Responsibilities:
· Help with marketing and promotion of events that will be carried out by this training provider
· To ensure that all training courses are displayed and advertised in the appropriate places

· Help people from a variety of backgrounds and communities with their training needs including IT

· Help deliver taster courses in subjects as diverse as how to access the internet to how to compile an effective CV

· Help with outreach to reach different communities

· Must have a general good standard of oral and written English

· Be presentable as greeting members of the public

· Enthusiastic, confident and mature in attitude

· Be able to communicate with people from a variety of different backgrounds and cultures
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Criminal Record Bureau Check (CRB):  Not required





Closing Date:  On going





How to apply: email application or C.V to: lorraine@numidia.com








