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  Location:
Norwich

  Contract Type:
Full Time or Part Time

  Salary:
Competitive




      

      
        Job Details
QIB Extra Administrator (Contracts) – Full-Time or Part-Time



The position is initially offered on a fixed-term basis (12 months), with the possibility of a full-time contract or part-time hours.

 

QIB Extra carries out bespoke research for small and large companies within the food, health and allied industries. Working with modern facilities and equipment, and with the back-up of experts at the QIB, QIB Extra offers a wide range of scientific services to industry.

 

A position has arisen within QIB Extra Ltd for an experienced administrator to support our business operations, the successful candidate will take responsibility for the management and delivery of the company’s administrative tasks including those relating to staff and customer contracts.

 

Overall, the successful applicant will have responsibility for the preparation and management of contracts, b

 

Previous experience of working in a similar role is desirable and the successful candidate is expected to be educated to degree level or have equivalent work experience. The successful candidate will have a keen attention to detail, and excellent writing skills along with strong analytical and organisational skills. Experience working within an ISO accredited environment is also desirable. In addition, the candidate will have the ability to work effectively with varying seniority levels, including staff, managers and external partners therefore maintaining good customer relations.

 

This post is initially for a 12-month fixed-term contract. Salary on appointment will be competitive and dependent on qualifications and experience. 

 

To apply for this vacancy please send a copy of your CV along with a brief covering letter to info@qibextra.co.uk  specifying the job title in the subject field.



Please click here to view the full job description.



The closing date for applications will be 15th August 2022.
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                Please type the last digit into the text box.
            	
                (please enter the numbers on the image)
            



		
 





Please see our privacy policy for details on how we use this data.




	







      

      
          



Latest News




  New service: TraDIS-Xpress

  06/11/2023
  QIB Extra recently introduced TraDIS-Xpress, a groundbreaking service designed to assess the importance of individual genes in a bacterial genome within specific conditions. This service helps generate libraries of distinct mutants, gauges the impact on gene expression, and facilitates the examination of essential genes. It's a significant step forward for genetic investigations.

  Read More



  QIB Extra's Quality Policy 

  31/10/2023
  Take a look at our Quality Policy 

  Read More
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