
 

 

 
 
 
The Greater Birmingham Chambers of Commerce (GBCC) are here to connect, support and grow 
local businesses. Accredited by the British Chambers of Commerce, we have given a voice to local 
businesses since 1813. GBCC is headquartered in Edgbaston, Birmingham, and covers six 
geographic divisions and three themed Chambers.  

 

QUALITY & COMPLIANCE ADMINISTRATOR     c£18,000 FTE 
 
Part-Time – 21 Hours per week 
 
There is flexibility around days/hours worked however must be available to work on Wednesdays 

Birmingham Chamber’s Welfare to Work Programme aims to support unemployed people into 
sustainable self-employment and employment across the Midlands. We deliver ‘Work Programme’ 
sub-contracts for three prime contractors on behalf of the Department for Work and Pensions and we 
also deliver ‘Work Choice’ self- employment support for disabled people. We are also accredited to 
deliver Start-up support for the National Enterprise Network. A team of dedicated Business Advisers 
equipped with knowledge and expertise helps clients every step of the way to ensure their success in 
starting up and maintaining a flourishing business. 

We are now looking to recruit a Quality & Compliance Administrator to ensure that our departmental 
quality processes are regularly monitored, updating and adhered to in accordance with programme 
and project requirements. 

In addition, you will maintain accurate client records and databases and will provide general 
administrative support and cover to the department as required helping to ensure that the department 
services can be delivered to the highest standard to clients and staff and maintain minimum risk 
grading across all contracts. 
 
The successful candidate will possess a good working knowledge of Microsoft Office and have 
experience of general administration and data entry.  In addition, you will demonstrate excellent 
attention to detail coupled with good organisational and communication skills (both verbally and 
written). 
 
Previous experience of working to ensure quality and compliance of processes and data is desirable.  
 
To be considered for this position, please send your CV with a covering email stating why you believe 
you would be successful in this role, to: recruitment@birmingham-chamber.com 
 
Closing date for applications is Sunday 18

th
 September 2016 

Greater Birmingham Chambers of Commerce is an equal opportunity employer 

 
Greater Birmingham Chambers of Commerce is an equal opportunity employer 
If you are from outside the EEA and do not possess immigration status which allows you to live and work in the UK, we will be 
unable to progress your application as The Greater Birmingham Chambers of Commerce are unable to provide sponsorship. 
Therefore, in the recruitment process all candidates are required to provide the necessary right to work information and 
documentation. 
 
Any unsolicited submissions from agencies will be accepted as a direct application from the candidate and no fees 
will be payable. 

 


