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	Job title:
	Admin Manager

	Employer:
	CHUMS CIC Social Enterprise

Mental Health and Emotional Wellbeing Service for Children and Young People

	Description:
	CHUMS is an NHS Approved Provider of clinical services to bereaved and traumatised children, as well as those with mild to moderate mental health difficulties in Luton and Bedfordshire. The service left the NHS in 2011 to become an independent Social Enterprise, affording the organisation more freedom to offer its services in a way that best suits the needs of the service users. It is jointly funded by the NHS and charitable donations.  CHUMS is CYP-IAPT compliant.
We currently have a vacancy for an Admin Manager who will be responsible for providing effective and efficient clerical support to CHUMS services.
The ideal candidate will have at least 2 years office management experience and managing a team.
Please contact us if you would like to arrange an informal visit, the office is in the grounds of Wrest Park, Silsoe.

	Working hours:
	37.5 hours per week

	Salary:
	£25,000 

	Location:
	Office base in Silsoe

	Address:
	Wrest Park Enterprise Centre

Wrest Park

Silsoe

Bedfordshire    MK45 4HS

01525 863924

	Contact name:
	Gill Kendall – PA to CEO, HR & Admin Lead
Gill.kendall@chums.uk.com

	Website address:
	www.chums.uk.com

	Application deadline:
	31st August 2018

	Interviews:
	TBC


Vat registration 113 1914 54
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CHUMS CIC, Company registered in England and Wales number: 07589791 VAT registration: 113191454
Registered office: Wrest Park Enterprise Centre, Wrest Park, Silsoe, Beds, MK45 4HS
Telephone: 01525 863924 Fax: 01525 863944 Email: info@chums.uk.com www.chums.uk.com
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