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Key work areas and tasks
The Administration Assistant is accountable to the Head of Administration, with direct line management provided by the Operations Manager. The main aims of the post are to provide an effective reception and administration service to clients and administrative and clerical support to paid and voluntary staff members.
Main Duties
Telephone/Reception
· Dealing with all incoming calls.
· Acting as the first point of contact for clients attending the office.
· Accessing relevant electronic client records for client interviews and/or recording details of calls and visits for advice staff.
Mail Handling
· Receiving, sorting, scanning and appropriately distributing incoming correspondence.
· Scanning and uploading client correspondence to the appropriate electronic client record and ensuring it is brought to the attention of the appropriate member of staff.
· Processing outgoing correspondence and post in accordance with Bureau procedures.
· Distributing documents and information electronically to relevant staff, trustees, committees and other appropriate recipients as required.
Stock and Supplies
· Monitoring levels of office stationery, consumables and other agreed supplies to ensure appropriate stock levels are maintained.
· Identifying stock requirements and arranging orders in accordance with Bureau procedures and agreed authorisation arrangements.
· Receiving and checking deliveries and ensuring supplies are appropriately stored and distributed.
· Maintaining appropriate records relating to stock and orders where required.
Administrative Systems and Digital Records
· Using the Bureau’s electronic systems to accurately record, retrieve and maintain administrative and client information.
· Inputting and maintaining information required for statistical, monitoring and reporting purposes.
· Retrieving and collating appropriate information for reports as requested by the Head of Administration, Operations Manager or Manager.
· Supporting established Bureau administrative systems and procedures and providing routine administrative assistance to paid staff and volunteers where required.
· Ensuring electronic records and documents are handled in accordance with Bureau procedures, confidentiality and data protection requirements.
Scanning and Document Management
· Scanning and uploading correspondence, evidence and other documentation to the appropriate electronic client record.
· Ensuring electronic documents are accurately recorded, appropriately named and allocated in accordance with Bureau procedures.
· Ensuring relevant correspondence and documentation is brought to the attention of the appropriate member of staff.
· Undertaking administrative processing of documentation relating to tribunal cases, including maintaining paper records where required.
· Undertaking photocopying, printing and scanning as required to support the effective operation of the Bureau.
The post does not carry formal supervisory or line management responsibility for volunteer administration staff.
Health and Safety
· Undertaking Display Screen Equipment (DSE) assessments for paid and voluntary staff, following completion of appropriate training.
· Maintaining accurate records of DSE assessments and other routine health and safety documentation as required.
· Assisting with routine administrative tasks associated with the Bureau's health and safety procedures.
· Promptly reporting any identified hazards, concerns or required actions to the Head of Administration and/or Operations Manager.
Information Resources
· Ensuring appropriate stocks of information materials, leaflets and application forms are maintained and available for use.
· Ensuring relevant information resources and administrative materials are kept up to date and accessible to staff and volunteers.
Miscellaneous
Undertake any other duties appropriate to the nature and level of the post which may reasonably be requested by Management.

Person Specification
Administration Assistant
	
	Essential
	Desirable

	Qualifications
	Good standard of general education.
	Evidence of vocational training/qualification.

	Experience
	Work experience in using and monitoring office systems and procedures. 

Working as part of a team. 

Experience and confidence in using electronic administrative systems and standard office software. 

Experience of providing guidance, instruction or practical support to others. 


	Work experience in the voluntary sector. 

Experience of developing new procedures and practices. 

Experience of supporting or training volunteers. 

Experience of undertaking health and safety administrative duties or workplace assessments.

	Skills and attributes
	Able to communicate ideas clearly in writing and orally. 

Attentive to accuracy. 

Ability to prepare clear and accurate routine correspondence and administrative communications. 

Ability to explain administrative processes and procedures clearly to others. 

Ability to organise and prioritise a varied administrative workload. 

Ability to identify concerns and understand when matters should be escalated to management. 

Able to use initiative. 

Ability to identify and suggest improvements to existing administrative systems and procedures.

Ability to research client records and documents.
	

	Values and attitudes
	Commitment to team working. 

Commitment to the voluntary sector. 

Commitment to equal opportunities policies.
	

	Knowledge
	Awareness of confidentiality and data protection requirements within an administrative environment.
	Knowledge of the voluntary sector. 

Awareness of services provided by the voluntary sector. 

Awareness of workplace health and safety requirements.

	Other
	Commitment to team working.
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