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THERACINGBUG






JOB TITLE:  Trainee Administrator & Sales 
PERMANENT - FULL TIME 


SALARY :  Negotiable up to £18000 pa + Overtime
LOCATION:  Based in Amersham, Buckinghamshire
ROLE DESCRIPTION 

Due to rapid growth, we are expanding our events team and require a full time event administrator.  This is very much a Developmental Role and suitable for applicants looking to establish a strong career in Events and/or Sales with a perfect opportunity to gain extensive skills and experience working on the front line for an industry leader.  We are seeking someone with core skills and ambition.  The role is NOT suitable for those seeking a 'straight forward 9 to 5'.  Successful applicants will reflect this fact in a considered, specific application covering letter  
The role will include:
· Data entry and Filing

· Sales & Marketing and Logistical admin

· Social Media & Website administration
SKILLS REQUIRED
· 100% accurate Data Entry
· Excellent written presentation

· Good IT skills including well developed skills in Microsoft Office

· Internet and Social Media skills 

If you would like to work in a innovative, fast moving, exciting, hands-on position where life is all about putting smiles on faces then I would be delighted to hear more from you.
Also fundamental to the role is Reliability & Punctuality – In our industry there is no room for anything other than exceptional Reliability and Punctuality – Please do not apply for any role unless you can demonstrate a proven record of unblemished attendance and timekeeping.
THE COMPANY -  The Racing Bug Group
The Racing Bug Group undertakes a broad range of activities within the Motorsport and Events industries for some of the world's leading, high profile brands.  The company is respected worldwide for Innovation, Engineering Excellence and outstanding Event Delivery.  Our biggest growth area surrounds our scale motor racing systems; the World’s Number 1 Mobile Motorsport Experience.  We design and manufacture every element of these systems involving advanced manufacturing processes in vehicle, mechanical, electrical and computer engineering.  

The Racing Bug is in the business of putting smiles on faces and always over delivers in every respect.  Through the quality of our equipment and delivery we offer clients the most vibrant and exciting element of any event or venue.  The business operates throughout the globe.

PROGRESSION


This is a unique opportunity to join the team of one of the UK’s most successful, innovative and fastest growing event providers. Events take place at high profile Shows, Exhibitions, Race Meetings, Corporate Events and Product Launches throughout the UK & overseas and The Racing Bug goes out of its way to over deliver in every aspect. 

We offer ‘fast track’ opportunities for outstanding employees to grow and progress within the company.  In return for hard work the role offers variety, independence and the chance to work with great people, at fantastic events, serving blue chip companies and a delighted public. 

HOURS/DAYS
The role is based on a 5 day week (Mon-Fri) There we also be regular opportunities for additional hours including weekends and public holidays etc within our busy events program.  The role will be based at our facilities in Amersham, Buckinghamshire. 
The role requires a degree of flexibility with regard to days and hours worked. In return the successful applicant can expect flexibility of days and hours in return, by mutual prior arrangement.


