Career Employment Group Inc

https://ceg.net.au/job/admin-school-based-traineeship-port-lincoln/

Admin School-Based Traineeship
Description

Career Employment Group Inc is seeking applications for a school-based
Administration Trainee to work with our valued Host Employer in Port Lincoln. This
opportunity requires you to work 1 day per week, and allows you to gain skills while
earning a wage and completing your SACE at the same time.

As part of this opportunity, you will undertake a Certificate Ill in Business, where you
will learn a range of administrative and clerical skills to work effectively in a
business environment.

Aboriginal and Torres Strait Islander People are encouraged to apply for this
position.

Position Information

As an Administration Trainee, you will learn a range of functions to ensure
administration activities within an organisation run smoothly. You may also complete
the following tasks:

* Maintain business resources and organise workplace information

¢ Create and use databases, and design and produce business and text
documents

¢ Organise personal work priorities and development

» Contribute to effective workplace relationships

Position Requirements

¢ Be enrolled in school.

¢ Hold a current driver’s licence (advantageous).

¢ Satisfactorily pass a pre-employment medical, inclusive of drug and alcohol
testing.

» Willingness to learn and develop new skills.

¢ Be punctual and have a good work ethic.

How to Apply

Submit your resume and cover letter to anne-marie.hammond@ceg.net.au
If you have any questions about this position, please contact the email above.

Please note: only candidates who are shortlisted may be contacted for this
position.

Employment Type
Part-time

Job Location
Port Lincoln

Date posted
August 10, 2026

Career Employment Group Inc. Specialists in Apprenticeships, Traineeships, Labour Hire and

Training
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