We are looking for a versatile, enthusiastic person to work in our busy office. The BHRC is the governing body responsible for the running of harness racing throughout Great Britain. The post holder will be dealing with horse owners, trainers and drivers as well as the Company Directors.  There are differing pressures at different times of the year, so flexibility is important, but the company is also flexible and is looking for the best person to fit the role. No two days are the same.

Hours are a minimum of 12 per week, but up to full time depending on need and availability.  These can be worked flexibly to suit both parties and may require annualised hours due to busy times during the summer, as well as some evenings and weekends, with prior agreement

 Salary dependant on experience, to be reviewed after 6 months probation. 

It is envisaged that in today's modern environment the role could be fulfilled anywhere within the UK
Essential Criteria.
Good IT skills, proficient in Word, Excel, able to learn to administer our bespoke databases.

An excellent telephone manner whilst dealing with sometimes pressurised customers.

An ability to problem solve when necessary, thinking independently

Previous experience of office administration
Suitable facilities to work from home, eg Wifi, telephone.
Desirable criteria
Educated up to GCSE level C in English, Maths
 Ability to take minutes

Basic book keeping or accounts background an advantage

Own transport.
Please send a CV and covering letter explaining why you are the person for the job, to the BHRC. (bhrc.office@yahoo.co.uk)

 Closing date is midnight on Friday 12th August .

Interviews will be held via Zoom.
