
 
 

 

 

POST: Junior Administrator / Telephonist 
 

APPRENTICESHIP: Traineeship to Apprenticeship – BA Level 
3 

SALARY: Traineeship 70 hours unpaid. 
Apprenticeship salary up to £16,000 per 
year 

 
START DATE: ASAP 

 
With this opportunity you will begin with a 70 hour traineeship (unpaid) which will give you 
the opportunity to learn key skills and prove yourself to the employer with a view to stepping 
into the apprenticeship opportunity available.  

We are one of London’s largest, independent property maintenance & contracting 
companies, based in Lewisham, south-east London. We service both domestic and 
commercial customers within the Greater London region and have a reputation for being a 
forward-thinking, friendly organisation with a strong belief in offering excellent customer 
service. 

We continued to grow during Covid-19 lockdown and we are now looking to recruit a bright, 
enthusiastic individual to work as part of our logistics team. General criteria for the successful 
application may include, but not be limited to: 

• A willingness to learn and understand the business activities of our company 
• The ability to complete tasks using your own initiative after a period of training and 

overall support to integrate into the company 
• Clear, logical thought processes and general awareness of being part of a team in a 

busy workplace 
• Be educated to college level 
• Be able to give examples of successes in both work (part time or full time) and 

personal life 
• Good communication skills with the ability to take direction and problem solve 

independently 

In return, excellent rates of pay and regular overtime 

Experience: Ideally, be able to demonstrate experience of work experience to some level but 
we have an open mind about what this work may be and how long the successful candidate 
has been employed (part time or full time). This is a trainee position and of more importance 
is a candidate’s ability to demonstrate what they will be capable of as part of our team / on-
the-job training provided. 


