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Job Description
Nail Cutting Service Administrative Coordinator
Accountable to:
Manager of Nail Cutting Service
Responsible for:
Supporting the Manager and nail cutters with office administration and booking appointments.
Based in:
 Brighton
Duration of contract:
Permanent
Main Duties



The post holder will:

Support the overall running of the Nail Cutting service by:

1. Providing admin support to the Manager and nail cutters with administration tasks in relation to staff and volunteer training, holiday and sickness records, promoting the services including producing leaflets posters and other advertising materials.
2. Working with the manager and team to input and record data entry for the service
3. Provide telephone monitoring support to ensure clients receive a high quality service.

4. Support the service to maintain records for use in reports and monitoring 
5. Attend one to one supervision and team meetings as arranged by Manager
6. Undertake any other duties appropriate within the role as may be reasonably required by the Service manager.
7. To liaise with statutory agencies and other voluntary organizations as necessary to support customer’s needs including making onward referrals.

8. To ensure the service operates at all times in line with the relevant Health and Safety regulations including statutory requirements and the AUKWS Policies and Procedures.
9.  Be mindful at all times of the health and safety of staff, customers and volunteers at all times and bring any concerns or suggestions for improvement to the line manager.
10.  Maintain an understanding and compliance with AUKWS Policies and Procedures.

11. To ensure service provision is within the framework of ISO 9001 and any other quality standards or good practice guidelines.


Person specification

	Essential


	Desirable

	Have good communication skills


	Have experience of working in the community sector

	Have good administrative skills and experience
	Experience in health & social care

	Have a good understanding of the needs of older people


	Have experience of working with older people

	Be able to maintain records accurately and safeguard them according to data protection and confidentiality requirements

	

	Ability to use computers including Microsoft office, databases, email, maintain electronic diary using a shared network
	

	Shows initiative and can work unsupervised


	

	Have a flexible approach to working


	

	Able to prioritize own workload to meet a flexible and changing environment


	

	Ability to produce publicity material as required.
	

	Works effectively as a team member

	


[image: image1.jpg][image: image2.jpg]