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JOB DESCRIPTION
JOB TITLE:


Admin Assistant 
RESPONSIBLE TO:
Chase Centre Manager
DEPARTMENT:

Chase Neighbourhood Centre
LOCATION:


Robin Hood Chase
JOB PARAMETERS:
This is a job share post of 2 x 16 hours per week
MAIN PURPOSE OF JOB:

To provide an efficient and effective administrative support service to the Chase Neighbourhood Centre’s staff team.
PRINCIPAL ACCOUNTABILITIES:
· To carry out general administration duties such as filing, photocopying.

· To deal with enquiries both in person and by telephone, fax and e-mail. 
· To maintain and develop administrative systems including an efficient filing system to ensure the smooth running of the centre.

· To assist with centre programming and bookings.

· Preparing refreshments, receiving visitors and minute taking as required.
· To assist with the ordering of supplies and services for the centre.

· To carry out reception duties for the centre complex. 
OTHER RESPONSIBILITIES:
Act as an ambassador for The Renewal Trust and its subsidiaries at all times, actively promoting its values, aims and services within the local community, with special regard to equal opportunities, safeguarding children, young people and vulnerable adults.
Adhere to all company policies, as relevant to the role, and attend meetings and training as directed by your line manager in order to keep your knowledge and skills current to your role

An appropriate duty of care will be actively demonstrated by the jobholder with regards to the security of cash, keys and company assets (property and equipment)

It is agreed that the above is a brief and concise description of the above job role
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PERSON SPECIFICATION FORM

(To be completed for all vacancies, prior to advertising role)
Provision of the following information will help in the preparation of the advert for your vacancy and in the applicant screening process

	JOB TITLE:
	ADMIN ASSISTANT
	VACANT FROM:
	February 2010


	ESSENTIAL
	DESIRABLE
	*Assessed Via:

	
	
	App
	Int
	Obs

	SKILLS REQUIRED – what does the jobholder need to be able to do?

	Able to organise and keep records on a variety of information effectively and efficiently.

Accurate word processing skills.
Able to work on own or as a member of a team.

Able to deal helpfully and effectively with personal and telephone enquiries, from both work colleagues and the public.

Able to organise and prioritise work on own initiative within agreed work programme.

Able to work within the context of confidentiality.
	Able to do basic financial calculations accurately and methodically.


	X
	X
	

	KNOWLEDGE BASE – what does the jobholder need to know?

	Knowledge of Microsoft Word, Excel and office Outlook.

 
	Knowledge of office Access, powerpoint.
	X
	X
	

	QUALIFICATIONS / VOCATIONAL TRAINING - required to do the job

	
	NVQ Level 2 or equivalent.
	X
	X
	

	EXPERIENCE – what level of previous experience is required by the jobholder?

	Experience of office administration and secretarial duties.
	Experience of responding to public enquiries.
	X
	X
	

	PERSONAL ATTRIBUTES – what special qualities are required by the jobholder?

(Consider carefully what is actually necessary for the job role – qualities must be justifiable & not discriminatory)

	Reliable

Trustworthy


	
	
	
	


	*Key:
	App = Application Form
	Int = Interview
	Obs = Observation


	PREPARED BY:
	Tony Holmes
	DATE:
	February 2010
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