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TEMPORARY ADMIN ASSISTANT

Three month contract

(March 2020 – May 2020; full time)

The successful applicant will work with the Balmoral Show team and assist in all aspect of the co-ordination of the Show.   
Key Tasks and Duties

· Assisting with the entries for Balmoral Show, entering details into the   Society’s bespoke computer programme

· Preparing Mailings for exhibitors/ members

· Compiling Rosettes/Class card for the various classes
· General administration including preparing letters, minutes and invoices

· Reception duties including answering telephone

· Any other duties as required

Note:   position is located at Balmoral Park, Lisburn… own transport is required.
For further details contact Rhonda Geary:   rhonda@ruas.org.uk
Tel:  07825 146820

