RAVEN HOUSE 2011

Serving Local People Better in the New Decade

01633 762999 - www.ravenhouse.org - contact@ravenhouse.org
276-278 Cromell Road, Newport. NP19 0HT
We are seeking to recruit a Trust Operations Co-ordinator

Pay rate: £9.00 per hour 28 hours per week

Monday to Thursday (hours to be arranged)
Start date: to be arranged 
Raven House Trust is a registered Christian charity, run under the auspices of the Charity Commission by a Board of Trustees. We collect and redistribute donated items of unwanted furniture, electrical goods and household goods within South East Wales .We work in support of disadvantaged, vulnerable and needy people and to encourage re-use.

The Trust operates from Monday to Thursday. Hours worked will be flexible according to the needs of the Trust and will be arranged in conjunction with the Trust Manager.

Applicants  must  be  able  to  offer  a  high  standard  of  customer  service, organizational and communication  skills. A commitment to equal opportunities, team working and the ability to multi-task are essential. To support the Trust Manager, duties include administration of day to day operations, volunteer recruitment, supervision and support of staff, volunteers and trainees.  Marketing and promotional skills would be an advantage. Local knowledge and experience of the voluntary sector are essential.

This post is offered on a 2 Year Fixed Term Contract – subject to 3 months probationary period.
The post is subject to a satisfactory CRB check. 

A full driving license essential with experience of driving Luton style vehicles 

.Closing date for applications is 2pm on Thursday 16th June2011

	Job packs are available from Raven House Trust by:

· emailing contact@ravenhouse.org 

· sending a (large stamped (96p) A4 self –addressed envelope to the following address: “Recruitment”, Raven House Trust -276-278 Cromwell Road Newport NP19 0HT
· Collecting from our offices by prior arrangement (telephone 01633 762999)




 CVs not accepted
Please note: If you do not receive a response within three weeks of submitting your application you will not be called for interview.

Raven House Trust is a Company Limited by Guarantee. Registered in England and Wales Number 2886655: Registered Charity Number 1031971. Registered Office: Raven House, 276-278, Cromwell Road, Newport. NP19 0HT  

Directors: Mrs Rosie Buxton; Mrs Jan Cucksey (Secretary);  Revd Canon Henry Davies (Chair); Councillor Angela Jones; Mrs Margaret Smith;  Mr Mike Tidley; Councillor Noel Trigg
