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                      JOB DESCRIPTION

TITLE OF POST  
Administration Assistant
REPORTS TO

Team Leader - Choices
HOURS


20 Hours per week
SCALE POINT

SCP 10

BASE FOR WORK

Crumlin 
JOB PURPOSE
The purpose of this role is to assist the Team Leader with the operational running of the service, as detailed below.  Working as part of a team you will have good customer service skills, be computer literate, well organised and willing to learn and take instruction.
KEY RESPONSIBILITIES 
· Assist the Team Leader with the organisation of staff resources, rotas and the supervision of staff
· Under instruction from the Team Leader, assist with the day to day running of the service including invoicing, cash handling, bank reconciliation and the production of staff timesheets for payroll

· Take direct telephone referrals from all sources for all services provided by Choices
· Liaise with customers and external agencies as appropriate

· Assist the Team Leader with the production of printed promotional materials for the service on an ongoing basis

· To assist the Team Leader in the active development and  promotion of  the service including attendance at external events, leafleting and direct advertising

· Organise  and complete assessments for new customers

· Assist with the provision of accurate information including financial, accounting and statistical reports as required by the Team Leader, and to assist in the preparation of data as required.
· Any other duties which may be required, from time to time 

	Administration Assistant Person Specification


	Requirement
	Essential/

Desirable
	How tested

	Education and Training
	
	

	Good level of general education, literacy and numeracy
	E
	Application/Interview

	Admin skills, by qualification or experience
	D
	Application/interview

	Appropriate IT skills by qualification or experience, or willing to work towards
	E
	Application/Interview

	Skills and aptitudes
	
	

	The ability to work to deadlines and take instruction
	E
	Application

	Willing to learn basic accounting, cash handling and invoicing
	D
	Application/ Interview

	Experience of dealing with the  public and with external agencies
	D
	Application

	Good interpersonal and communication skills
	D
	Interview

	IT skills including Word, Excel, Outlook
	D
	Application

	Experience of commercial invoicing systems; the ability to produce promotional material using software such as Microsoft Publisher,
	D
	Application

	Experience of collating data and statistics
	D
	Application/Interview

	Evidence a clear understanding of confidentiality and data protection
	E
	Application/ Interview

	Circumstances
	
	

	Willing to undertake any further relevant training
	E
	Interview

	Full driving license and access to a vehicle for work purposes
	E
	Application

	Further requirements- all posts
	
	

	Two satisfactory references pre-appointment
	
	

	Enhanced DBS disclosure required before appointment
	
	


