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INSOLVENCY






Job Description
Mlm is a niche insolvency practice providing a customer driven, focussed approach to debt solutions
	Job Title:  Junior Administrator
	Responsible To:  Team Leader

	Description:  To support other team members to ensure that assignments are carried out efficiently and effectively; to assist in ensuring that statutory requirements are adhered to and that creditors receive a quality service, whilst learning the skills required to take on your own portfolio of cases. 


	Key Responsibilities:
	· Efficient and Effective support to the team

	Terms:
	Working Hours: Monday-Friday 9am to 5pm.  
Annual leave: 20 days per year plus public holidays


Duties:

· To carry out duties assigned by your Team Leader or Case Administrator efficiently, thoroughly and in accordance with the company’s procedures and relevant statutory and extra- statutory obligations. 

· To advise your Team Leader or relevant Case Administrator immediately if you have any problems in complying with those instructions. 

· To assist in producing a prompt and appropriate reaction to all correspondence and telephone calls. 
· To treat creditors, employees and other interested parties with respect and courtesy. 
· To record time spent on a regular basis, and to ensure that time charged is consistent with the proper performance of the work. 

· To obtain relevant technical knowledge through appropriate reading and courses, and with the full support from your Team Leader, to progress to administrator. 

· To demonstrate a basic understanding of the various insolvency procedures. 
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