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The Position: Administrator  

South West Maritime Academy Limited, are looking to appoint an Administrator to join our existing and 
successful team based in South Gloucester. 

The key functions of this role are to act as initial point of contact both over the telephone and face-to-face and 
offer full administrative support to the training centre. 

The Benefits: 

• Everyone who joins the company will be rewarded with a basic salary and opportunities for overtime  

• Opportunity to join a Pension scheme.  

• Genuine opportunities for career progression.  

• Initially you will be entitled to 9 days paid holiday (plus 8 statutory days) per annum 

Career Development: 

We strongly believe in continued professional development offering extensive ongoing support and a clearly 
structured career path. We are committed to fulfilling your potential and provide an outstanding opportunity 
with a firm commitment to promoting our managers from within.  

Personal Attributes: 

You will need to be computer literate, familiar with Word & Excel packages although training can be provided if 
required. Good communication skills both over the telephone and face to face and have high accuracy and 
excellent attention to detail. 

The Company: 

South West Maritime Academy Limited, an equal opportunities employer, was formed in 2011. South 
West Maritime Academy is a leading specialist provider of high quality training courses across maritime, 
security, fire and medical disciplines.  We have unique training facilities in the South West of England 
which are used for a wide range of courses from sea survival, lifeboat training to firefighting, whilst 
many of our workplace orientated courses (including Basic First Aid, Paediatric CPR and Fire Marshal 
Training) can be completed on client premises across the UK. 

Our specialist team of instructors are selected due to their extensive experience across emergency 
medicine, military and maritime environments – this ensures that all participants benefit from our direct 
personal experience of their instructors.  Participants therefore master the required skills and 
knowledge through a combination of independent study, instructor led skills development and scenario 
practice sessions.  Instructors can also provide additional relevant information to meet specific industry, 
workplace or local training requirements. 
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Hours of Work and Pay: 

The position will be 3 days a week which are negotiable with the possibility to increase this to full time for the 
right candidate. Your working week will consist of 22.5 hours with 1 hour’s break each day. 

Pay: £9360 per annum 

To apply please email a CV and covering letter to john@southwestmaritimeacademy.com. All candidates will be 
contacted and where possible feedback will be given to unsuccessful candidates.  

 

 

 

 


