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Admin Apprentice














Role Overview 
A great opportunity for a hungry, ambitious and highly proactive individual who would like to build a career in the food and drinks industry and looking to gain valuable transferable office based skills. 
You will be based in our open plan office in Port Glasgow and will be working towards an apprenticeship in Digital Applications (SCQF 6).
Who are we?
The Start-Up Drinks Lab is an exciting, mould-breaking drinks business that opened its doors in Spring 2018. We are an incubator for new drink ideas where we help our clients take their drink idea from concept to shelf within 3 months. We have a team of recipe developers, designers and even our own small batch bottling facility.
As well as helping a variety of clients from around the world launch new drink brands, we also create our own. As a team, we design and sell our brands across the world with every brand owned by The Start-Up Drinks Lab being included in the equity that each permanent team member owns. If you join our team, this could include you!
We are the ideas factory, supporting all creativity, innovation and experimentation within craft drinks. Many of our clients call us the “drinkubator” (and we’ll happily take that). 

Visit us at www.startupdrinkslab.com or check us out on social media. 

Your role?
We are searching for a stand out Admin Apprentice to join our infinitely determined team. You will be an integral part of our office team, supporting daily activities and ensuring we are maintaining a class leading service. 
In a fast-paced environment, you will be someone who is proactive, reliable, has strong attention to detail and a hard-working mentality….and enjoy doing things a little bit differently. 
We will train you in all aspects of the role, which will equip you for the day to day tasks as well as for a future career in food and drink manufacturing.

Skills/Traits we would like you to have:
· Determination
· Organisation
· Attention to detail 
· Quality 
· Timekeeping
· Commitment 
· Proactivity 
· Decision making 
· Teamwork
· High school education or equivalent
· Admin/IT qualifications are desirable but not essential










Key Responsibilities 



· Stock Management Admin - recording Goods In/Out electronically and using our MRP system to accurately record stock lots, which will then be used to label items up before storage.  
· Stock Counts - assist with physical stock count each month.
· Document Control - take the lead in ensuring all important documentation is filed and sorted.
· Admin Support - Assist management team with any admin tasks including day to day tasks and more formal prep such as audit prep etc.
· Client Support - Respond to initial client enquiries whether that be via email or telephone. 
· Client Management - Meet & greet clients when they come on site, showing them where to go and offer welcome pleasantries. 
· Ensure clients have completed their pre-production documents and any other essential documentation.
· Office Management - Ensure the office has all necessary materials such as printer paper, ink, stationary etc. Take turns with other office staff in helping to clean and tidy the office to maintain housekeeping standards.
· Sales Prep - Support Sales team prepare orders for customer collection or delivery. Including packing and logging information on our logistics system. 
· Meetings - attend selected meetings to take minutes and record key details.
· Introduction to Project Management - populate project trackers and learn how to organise, prioritise and tackle complex projects.
· Procurement & Buying - involved in buying items either for the business or on behalf of clients.
· Social Media - Contribution to weekly social media meetings and some responsibility for scheduling and posting content as well as responding to customer messages/posts.
· Events - Opportunity to be involved in brand events to showcase our latest and greatest products. 


Required experience and competencies:
· No previous work experience in a similar role required but some experience in Admin/IT would be desirable, particularly familiarity with MS Office and Google Suite.

What can we offer you?
· Full training and support.
· A fantastic opportunity to springboard your career.
· Apprenticeship: Digital Applications (SCQF 6)

When can you start?
· January 2023.



Working Hours
· Typical office hours are 0830 - 1700.
· Hours per Week: 35-40 hours. 
· Hourly Rate £5p/h for < 18y/o.


Other Opportunities

· Incentives such as additional training opportunities including HACCP training and much more. 
· Opportunity to develop within our team with additional responsibilities and promotions where evidence of drive, determination and reliability is shown. 
· Learn about drinks development and innovation. 


Criteria

To be eligible for this position, you must currently be an Inverclyde resident with suitable evidence of your permanent address. 
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