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JOB DESCRIPTION
Admin Officer 
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	Title of Post:
	Admin Officer 

	Salary Scale:
	£12.75 per hour 

	Hours of Work:
	21 hours 

	Benefits:
	3% Pension Contribution
20 Days annual Holiday (pro rata)

	Responsible to:
	Office Manager

	Special Conditions:
	Occasional evening or weekend work




I.  Job Role
To provide a professional administration support to ADAB, and be the first point of contact between members of the public and clients for email; telephone calls and visitors to Mosses centre.   Ensure that clients are assisted, and staff are well supported.

i. Administration
a) Help client’s complete registration forms and check and record ID’s
b) Maintain filing systems in accordance with systems and procedures 
c) Update Charity Log database and other reference materials
d) Contribute to monitoring reports 
e) Maintain diaries and work records 
f) Manage and promptly respond to ADAB’s email & mail and general correspondence  
g) Word process letters, documents and reports as required 
h) Maintain statistics and collate and produce reports from Charity Log 
i) Support the marketing and promotion of Mosses Centre and ADAB’s services
j) Manage appointments, booking diaries and calls 

ii. Reception  
a) provide a professional and efficient reception service meeting and directing of clients / visitors to the offices.	
b) Answering the phone and resolving any ensuing enquiries.
c) Administering first aid should the need arise.
d) Co-ordinating the initial response to fire alarm activation 
e) Assist clients/visitors with admin needs.
f) Open, record and distribute incoming post, and prepare outgoing mail for despatch


iii. Mosses Centre Bookings 
a) Fielding initial enquiries and checking Hall/room availability.
b) Booking of rooms, both provisional and firm bookings.
c) Sending out confirmation letters to clients (directions, refreshment details etc.)
d) Arrange refreshments as required.
e) Ensuring meeting rooms are ready any requested equipment is in place for clients.
f) Filing copies of correspondence/letters invoices etc. 
g) Compiling details of Mosses Centre usage.
h) Directing and supporting attendees and organisers of meetings.







2. Others
a) Support development of ADAB
b) Fill in for other staff members (holiday & sickness cover)


3. General Requirements
a) Participate in training and information briefings and maintain an up to date knowledge
b) Attend supervision sessions and staff meetings.
c) Assist management In preparing quarterly monitoring reports outlining progress of the work, bids submitted; funding secured and key issues raised by clients.
d) Carry out occasional other duties as agreed within supervision to support ADAB
e) To undertake any other duties as prescribed.
f) Undertake such personal training as may be required to keep up to date and fulfil the professional requirements identified for this job description.
g) To have a collaborative and flexible approach to work undertaken by ADAB.
h) contribute to the development of ADAB

4. Equal Opportunities
ADAB  is committed to equal opportunities, anti-discrimination and anti-oppressive policy or practice.  No one we have contact with may be discriminated against either directly or indirectly on the grounds of gender, race, nationality, ethnicity, religion, marital status, sexual orientation, age or impairment.  This policy applies to job applicants, employees, volunteers and service users. 

5. Notes
a) 	All jobs are subject to change from time to time and this job description will be reviewed regularly.  
b) 	The job description is a guide to the work that you will be required to undertake and represents a range of responsibilities in line with the grade for the post.
c) This post is subject to a 6 month probationary period.



















Person Specification

	SPECIFICATION

	ESSENTIAL/
DESIRABLE

	EXPERIENCE
1. experience of providing telephone and face-to-face customer services.
2. experience of office administrative work.  
3. experience of using a computer and Microsoft Office (word, Excel & Outlook)
4. Basic experience of inputting data using a computer spreadsheet or databases
5. Experience of using Databases 
6. experience of developing and using social media
	
Essential           

Essential

Essential

Essential

Desirable

Desirable

	SKILLS 
7. Ability to speak & understand a community language (Urdu, Punjabi, Pushto or Arabic) 
8. Numeracy skills and the ability to work within established financial systems
9. Excellent telephone, written and oral communication skills.
10. Maintain accurate records
11. Ability to take minutes accurately.  
	
Essential

Essential

Essential
Essential
Essential

	QUALIFICATIONS
12. A good standard of education
	
Essential

	KNOWLEDGE
13. Basic knowledge of using email and the Internet. 
14. Understanding of and commitment to providing excellent customer care. 
15. Understanding and commitment to equal opportunities.
16. Relevant clerical /administrative experience , including drafting routine correspondence, and taking notes of meetings 
17. Experience of dealing with customer complaints
	
Essential
Essential

Essential
Essential


Essential

	OTHER REQUIREMENTS
18. Willing to be flexible and work according to the demand
	
Essential
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