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Do you live in public housing and are looking for work?
 Business Administration Traineeship Vacancy- CBD
A vacancy exists for a young person to do a Business Administration Traineeship with the Public Tenant Employment Program (PTEP) based in the City. 

You will need to:

· Be between 16 to 24 years of age

· Live in public or transitional housing
· Hold a concession card
· Be able to work as part of a team
· Be able to perform basic administrative duties
· Know a range of computer software packages and office equipment
· Have good written and oral communication skills
· Be able to make inquiries and to provide basic factual information
· Be able to maintain confidentiality and treat people with dignity and respect
· Not hold a qualification higher than a Certificate II Level
This is a full time position based in the City.

If you are interested in this position, and you live in public housing please send your current Resume by Tuesday 31 August 2010.  To apply, email your Resume to:
Shenika Arul
Email: ptep@dhs.vic.gov.au
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To obtain a position description or for any further enquiries contact Shenika on 1800 451 553
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