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Age UK Norfolk is the operating name of Age Concern Norfolk, a charitable company limited by guarantee and registered in England and Wales (registered charity number 1077097 and registered company number 03783205) IDN582
Business Space Co-ordinator, The Elms business space


Hours:  Bank Contract 


Rate of pay: £8.21








Age UK Norfolk is a local charity providing support to those over 50 in Norfolk.  We offer a number of free services including Information and Advice, Advocacy, Telephone Befriending. To enable us to deliver these services we have various income generators including Retail, Care and the elms business space. 





We currently have an opportunity for a Business Space Co-ordinator.





Key responsibilities include:





Delivering a high quality, client focused service.


Delivering a seamless experience for the client from enquiry to event date.


Maintaining a positive relationship and responding to enquiries and requests in a timely manner


Preparation of the business space rooms on the day of the booking and supporting the client with facilities as required.








Key requirements:





Front of House experience


Positive, ‘Can do’ approach 


Self-motivated, organised and able to work on own initiative.


Excellent communication skills





To apply please send your CV and covering letter to Claire Gambrill at � HYPERLINK "mailto:cgambrill@prosper-hrservices.co.uk" �cgambrill@prosper-hrservices.co.uk� or call 01603 964694 for more information.  














