
If you are looking for office and admin experience we have many opportunities   
to choose from. Lots of  organisations need people in general administration roles, 
whether you are just starting out in this field or are looking to use and enhance the 
skills you already have, This is a great way to learn the basics, from filing,  
photocopying and typing to gaining excellent customer service experience face-to-face 
with clients at reception or handling calls and queries over the telephone.  
 

Are you are computer whizz kid? Ever thought about using your skills and becoming 
an IT mentor? Help those who are new to the world of IT and pass on your computer 
know how  to make their technological experience a great one!   
 

More of web fanatic? How does the role of Website Editor grab you? Help  
organisations by designing and creating their websites and keep these updated with all 
their latest news and upcoming events.  We all know how important the internet is 
nowadays so help them make their mark in the cyberspace world. 
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