
 

 

 

 

 

SENIOR ADMINISTRATOR               BIRMINGHAM BASED 

 

Full Time - 35 Hours per week                Salary £15,800 - £19,700 

  

Greater Birmingham Chambers of Commerce, one of the largest and most influential Chambers in the 
Country is a modern, innovative, membership-based business support organisation that exists to 
connect its members to opportunity and to provide the highest standards of business support and 
advice. 
 
We are now looking to appoint an experienced Administrator to work within our busy Membership 
division. 
 
Reporting to the Membership Director, you will be responsible for the provision of effective 
administrative support to both the Membership and Marketing functions and will ensure that all 
administrative activities are carried out accurately and efficiently, to ensure that our services are 
delivered to clients in an effective and customer focussed manner.    
 
Key to this role you will be your ability to prioritise a varied and demanding workload to meet the 
deadlines and demands of the department. This will include the processing of membership application 
and associated paperwork, provision of finance support to the collections manager, attendance at 
divisional executive committee meetings and preparation of agendas and minutes.  You will also play an 
active role in supporting a range of events administration which includes processing events bookings. 
 
The ideal candidate will possess exceptional organisational skills and will be proficient in the use of 
Microsoft Office.  Additionally, you will have the ability to communicate effectively both orally and in 
writing and liaise effectively and confidently with internal and external contacts.  The ability to coordinate 
a varied and demanding workload is essential for this role, together with a flexible and adaptable 
attitude.  
 
An NVQ level 3 qualification or equivalent and a minimum of 2 years proven administrative experience 
within a customer focussed environment is essential.   
 
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 Monday 28

th
 August 2017 

 
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. 
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