	Description of institution

	Name of organization (In native language):
	SUPPORT SERVICES GROUP LTD

	Name of organization (In English):
	SUPPORT SERVICES GROUP LTD

	Address:
	Unit 19, Ergo Business Park, Kelvin Road, SN3 3JW, Swindon

	Country:
	United Kingdom

	Contact Person:
	Paola Llopis

	Telephone:
	08458732630

	Fax:
	

	E-mail:
	paola@ssg-net.com

	Website:
	www.ssg-net.com

	Please specify your activities:
	administration office support 

	
Planned project

	Short description of the planned project:
	Data production & Analysis

The trainee will be responsible to publish the weekly Booked Revenue Report to general management. This task involves the following
- Data collection and chasing
- Validation data and data entry
- Publish Target weekly Revenue
- Data analysis and Booked Revenue: identify current revenue, late revenue and missed service.

Financial Management Accounting

The trainee will be responsible to bill all the clients within the established timeframe (weekly and monthly cycles).
In order to complete this task, the intern will be trained how to use Sage Accounting Software.

Employee Concierge

The trainee will be involved in the employee concierge service system (portal, mail, phone line). In order to help the employees and solve possible issues:
- Induction process when a new employee joins the company
- Uniform orders
- Vetting
- Pay queries (wages, holidays, expenses)
- Tax queries
- Employee References
- Tribunal complaints
- SIA renewals
- Leavers
- Booking request
- Bonus
- Sick notes
- Statutory Maternity Pay
- Advance Request
- Terms & Conditions of the contract
- Expenses claim

Others

- Supplier Relationships: validate invoices, raise remittances and agree payments
- General Office Administration

Current Company Projects

- Online Booked Revenue
- Operation Helpdesk
- SOP process development
- Employee Induction process improvement

	
Description of partners

	Tasks of the partner in the project:
	


