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Business Support Assistant
Location: Thornaby
Hours: 35 hours per week
Salary: £12.75 per hour
Contract: Permanent
Looking for your first step into business support and start your career?
We are looking for a friendly, organised and enthusiastic Business Support Assistant to join our team at our care home in Thornaby. 
This is an ideal opportunity for someone who is at the beginning of their career or looking to develop their administrative skills in a supportive and rewarding environment. You don't need years of experience. What matters most is your willingness to learn, your positive attitude and your desire to make a difference.
As a Business Support Assistant, you will play an important role in helping our teams deliver excellent services. From answering enquiries and supporting meetings to maintaining records and helping colleagues stay organised, you'll be part of a team that keeps everything running smoothly.
If you enjoy helping people, have good attention to detail and take pride in doing a great job, we'd love to hear from you.
What You'll Be Doing
· Providing general administrative support to colleagues across the organisation
· Providing a positive welcome to all visitors to the care home
· Responding to telephone calls, emails and enquiries in a professional manner
· Maintaining accurate records and filing systems
· Organising meetings, preparing documentation and taking notes where required
· Supporting data entry and reporting activities
· Assisting with projects and service improvement work
· Helping ensure information is managed securely and confidentially
· Carrying out a range of day-to-day business support tasks to support the wider team
What We're Looking For
We are seeking someone who:
· Is a confident person and loves people
· Is organised and able to manage their time effectively
· Has good communication and interpersonal skills
· Is confident using computers and willing to learn new systems
· Has good attention to detail
· Enjoys working as part of a team
· Is reliable, professional and approachable
· Demonstrates a positive attitude and a willingness to learn
Previous administrative experience is helpful but not essential. We welcome applications from school leavers, college leavers, individuals returning to work, or anyone looking to start a career in business support and administration.
What We Offer
We believe in investing in our people and helping them reach their potential. In return, we offer:
· A welcoming and supportive team environment
· Full training and ongoing support
· Opportunities for learning and career development
· A role where you can build valuable skills and experience
· A chance to contribute to an organisation that makes a real difference to people's lives
Why Join Us?
This is more than an administration role. It's an opportunity to become part of a team that values kindness, collaboration and continuous learning.
Every day brings something different, and your contribution will help ensure our services, colleagues and the people we support receive the very best experience.
Ready to start your journey with us?
We would love to hear from you.

image1.png




