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My Working Day as a: Operations Assistant

Organisation: FACT (Foundation for Art and Creative Technology)

Type of organisation: New Media, Art and Creative 

Job title: Operations Assistant

Job type: Administrative 

In which country are you currently working?: UK

What does your job involve?: 

Receptionist duties such as answering the phone, sending out mail, keeping on top of office supplies.  I also run the work experience/placement programme at FACT, so I liaise with prospective students and try and organise placements with us.

My typical day: 

Our working day is 9:30 - 18:00 with an hour lunch.

Creative organisations are quite relaxed and informal so people drift in and out.

At 10:00am sometimes there's a staff meeting.  Everybody gathers in the reception areas on the couch, I pick somebody at random to chair it, and each department gives a small update on what they're working on. The Programme team will tell us what they're thinking of putting on in the galleries next.  I take notes on it and publish them to the staff Intranet.

I spend the morning taking calls and catching up with my emails. I'm always inundated with requests for work experience, so I work hard to try and place them when we're free, and talk to our staff to see what our needs are.

Lunch time has to be 12-1pm so somebody comes to cover the reception desk. 
It's a bit early, so I usually go for a wander round town then eat at my desk when I get back.
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If we've got a work experience placement with us I will catch up with them in the afternoon, see how it's going. I often have to fill in planners and assessments for school aged students.

I spend my afternoon speaking to universities, schools, students and staff at FACT trying to sort out times for students to come and work for us.  I put together timetables so that both students and staff are clear on where they need to be.

I'm part of the Administration and Communication working groups, so once a fortnight both of these groups meet up to discuss how we can improve and streamline administration and communication across the organisation.  We make action points, try to carry them out, and then review them at the next meeting.

There is always cake or chocolate in our office, so I spend a lot of my day trying not to nibble!  There's always a birthday too, so there is most likely a card circulating for everyone to sign which I end up chasing after.

Near the end of the day I frank all of the office post and leave it for the post man.

Lots of ad-hoc tasks will tend to crop up during the day, our office is fast paced and diverse, a hub of creative types and film makers, so a day in the life is actually quite hard to capture as each one is different!

Three things that I like about my job: 

(1): Working in a creative organisation - being able to wear casual clothing.  The opportunities of cool events and gallery openings that is open to you in this line of work.

(2): My colleagues and how they're like friends.  There's a really good atmosphere in this office, full of fun to lighten up the stress

(3): Organising things - getting stuck into a project or event, seeing it through to the end and pulling it off.

Three things that I'm not quite so keen on:

(1): Answering the phone all day to people interrupts my thought flow, plus people can be pretty rude if you can't give them what they want to hear!

(2): Working until 6pm - by the time you get home and have your dinner it's almost time to go to sleep again.

(3): The mundane parts such as doing the post and ordering stationery... however they are absolutely intrinsic to an efficiently run organisation and need to be done!

Key points in my career development to date: 

Working in our Events Management department for a month - managing events for clients and internally.
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What I wish I'd known when I was a student: 

Networking is key - you need to make your face known at relevant events, speak to everybody you meet!

The degree will give you the knowledge you need, but especially in this economic climate - employers want experience of real work.

Administration skills are KEY to any office job - no employer will take you on if you've never formally used a computer, answered a phone or send a fax.

Tips or advice for those looking for jobs: 

Keep looking, looking, and looking. 
Situations change day by day.

Network! Find your way into the social gatherings relating to the industry you want to be in - most deals are started informally over a drink, get talking to people about what you do and what they do.
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