
 

 

 
Job Title:   Modern Apprenticeship – Business Administrator 
 
Reports To:   Lynn Barclay, Commercial Director 
 
 
             
 
Purpose of the role 
This is an exciting opportunity to join a rapidly growing, privately owned catering, events and 
venue management company. Hickory is a leading provider of catering and hospitality, delivering 
exceptional services for prestigious events and unique venues throughout Scotland, exclusively 
managing Dunglass Estate and Eskmills Venue.   
 
The Business Administrator will work with the Eskmills team in providing first class administrative 
support. You’ll be tasked with a variety of responsibilities from answering telephones, organising 
internal meetings, administrative tasks, and reception duties and helping out wherever you can. 
This is a junior role so you should be willing to try your hand at anything, be well organised, full of 
energy and a foodie!  
 
             
 
Key Responsibilities: 

 

 Answering the telephone and transferring calls 

 Carry out administrative tasks for the events and planning team, including printing of 
menus, names places and table plans. 

 Ensuring that our reception is a welcoming and effective area for our clients, suppliers 
and visitors, by arranging meeting areas, coffees in advance and keeping the area in an 
organised and tidy way at all times 

 Answering the telephone and passing on messages to relevant departments. 

 Booking meeting rooms for internal events and organising refreshments.  

 Collation of weekly event packs. 

 Assistance with organisation of wedding open days including printing of brochures, sign-
in sheets, preparation of goody bags.  

 Events filing. 

 Inputting of client information into the CRM system.  

 Supporting the wider team on an ad hoc bases to meet the needs of the business  
 
Key Skills/Qualifications/Experience 
 

 Good standard of education to Nat 5 Equivalent, Highers’ (Desirable not essential) 

 Driving License (Desirable not essential) 

 Good numerical skills 
 



 

 

 

 Team Player 

 Excellent time keeping 

 Ability to problem solve and use your own initiative 

 Good communication skills 

 Computer literate and knowledge of Microsoft Office   
 

 
 
 

Hours of work   
You are contracted to work 40 hours per week. Normal working hours will be Monday to 
Friday 9.00am – 5.00pm with a paid lunch break of one hour.   
 
Salary  
The salary package will be £5.00 per hour 
Salaries are paid monthly in arrears directly into your bank account on the last day of the 
month, if this falls on a weekend you will be paid on the Friday prior. 
 

 
 


