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The postholder will facilitate excellent customer service, in person and on the telephone, following guidance and procedures within the Safeguarding and Public Health team. To carry out duties as assigned to them by the Administration Team Lead to ensure a comprehensive, high quality administrative service to the team. The postholder will provide a clerical and typing service to ensure high quality, timely, written communications are delivered. Assist in maintaining current information resources and/or systems for staff use. This post will be based in Gosforth.

