[image: image1.jpg]J‘) Wigan Borough
age U«




 
JOB DESCRIPTION

Post:




Central Services Administrator
Responsible to:


Central Services Manager
Key Relationships:
Other staff working in Age UK Wigan Borough, volunteers in Central Services team
Salary:



£9.15 per hour
Hours of work:


20 hours per week 
(Monday-Thursday 1pm to 5pm; Friday 12.30pm to 4.30pm)

Note:

This job is subject to Disclosure & Barring Service (DBS) disclosure procedures.
The hours above do not include any lunch breaks.

Purpose of this Post

To support the Central Services Manager (CSM) to ensure the effective operation of all administration and ICT functions across the organisation.
 Key Duties & Responsibilities

1. To provide ICT support for staff, dealing with problems and liaising with providers when necessary.

2. To support the CSM in ensuring that all HR systems are accurate and up-to-date.  This includes creating and maintaining HR files, undertaking pre-employment checks, preparing induction packs, preparing ID badges and sending birthday/other cards to staff and volunteers.
3. To support the CSM in ensuring that staff are aware of key information.  This includes updating policy files, maintaining shared calendars and the shared internal drive.
4. To support the CSM in ensuring that we maintain our data protection requirements.  This includes regular cleansing of records including HR files and Charitylog or other CRM systems.

5. To support the CSM in ensuring that we meet the requirements for quality standards.  This includes maintenance of the document control register and collating service-wide quality information.

6. To maintain office supplies and ensure a competitive price for all purchases.  

7. To oversee franking and postal procedures.

8. To support the CSM in the recruitment of volunteers for the organisation.  This includes maintaining records, meeting and discussing options for potential volunteers, undertaking pre-appointment checks and the production of a regular newsletter for volunteers.

9. To work with volunteers in the Central Services team, ensuring that a happy environment is maintained and work is planned for volunteers in advance. 

10. To cover the Switch (phone) desk when required and liaise with Switch volunteers to ensure that they have work to do if the phones are quiet.
11. To manage the office petty cash and provide administrative support to the Finance Manager when required.  This may include banking.

12. To undertake other administrative tasks as necessary to support internal business functions, including data inputting, monitoring and updating of information, maintenance of manual and/or electronic records and production of reports in a timely manner as required.

13. To support the organisation to fulfil its responsibilities under Health and Safety.  You may be asked to take on roles such as First Aider, Health and Safety representative or Fire Marshall for which appropriate training will be given.

14. To support students on placements.  This may include having students that shadow your work or performing a supervisory role.  Appropriate training will be given.

15. To participate in Age UK Wigan Borough promotional events as required.

16. To work within all the guidelines, policies and procedures as set out by Age UK Wigan Borough.
17. To attend Induction, Training and any Staff Meetings as and when required.
18. To carry out any other duties as may be requested which are consistent with the duties and responsibilities of the post.
AGE UK WIGAN BOROUGH

PERSON SPECIFICATION – Central Services Administrator
BASED AT Age UK Wigan Borough
Please ensure that you show how you meet each of the following requirements 
when completing your application form.

	
	ESSENTIAL
	EVIDENCE

	         Knowledge and Experience 

	1.
	Experience of having working in a busy office environment
	Application form Interview

	2.
	Knowledge of office systems and procedures

	Application form Interview

	3.
	A clear understanding of the need for confidentiality, discretion and diplomacy 
	Application form Interview

	          Skills

	1.
	High level proficiency in computers and common office software applications, in particular Microsoft Word, Outlook and Excel            
	Application form

Test

	2.
	Excellent time management skills and an ability to prioritise work and multi-task
	Application form

Test

	3.
	Ability to accurately record information, showing attention to detail 
	Application form

Test

	4. 
	Good written, numeracy and verbal skills

	Application form Interview

	5.
	Ability to build strong working relationships
	Application form Interview

	         General



	1.
	Demonstration of the Age UK Wigan Borough PRIDE values: Person-centred, Respectful, Innovative, Dynamic, Empowering
	Application form Interview
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