ROLE PROFILE   
                                                 L’Arche Belfast                                           

	Role Profile:                    Administration Assistant   

                                        (An excellent opportunity to join an expanding organisation)


	Reporting to:
	L’Arche Business Manager


	Responsible for:
	To support the CEO and Business Manager enhancing the organisational effectiveness and efficiency

 

	Main Job Purpose:

	This is a new administration role where you will be responsible for the day to day administration in an expanding organisation. You will support senior management with their administration tasks and you will also be assisting members of the public with their enquiries.

The role will provide support to the Business Manager with an array of financial duties, delivering effective administration processes, whilst at all times, working accurately and courteously to achieve high levels of quality of care and service for our core members which is at the heart of our organisation.


	Key Performance Measures:

	· Will be well organised, motivated, cheerful and an enthusiastic person
· Professionalism and helpfulness of telephone manner and efficiency of call management 

· Quality and accuracy of documentation and data completed and efficiency of processing same to meet deadlines

· Projecting a professional and reputable image for L’Arche Belfast and acting as an ambassador for the organisation at all times
· Maintaining a proactive and professional attitude to work



	Responsibilities:

	The Administrative Assistant will be responsible for assisting the CEO and Business Manager in the organisation with maintenance and development of administration, financial and information systems associated with managing a busy organisation within the charity sector.
The post holder will be privy to information that is confidential and will be expected to work in a manner that protects sensitive information.

In fulfilling this role the job holder will undertake the following activities:
· Providing administrative and financial support to senior management
· Supporting service users by providing advice and offering office skills from time to time
· Providing efficient administration services general office work - telephone enquiries, sorting emails etc 

· Using a variety of software packages mainly Sage 50 and Microsoft Office 
· Liaising with suppliers, researching the procurement of goods and services
· Ensure compliance with organisations policies and procedures at all times
· Ensuring that the organisation is supported to deliver upon its organisation plans

· Taking responsibility for organising and co ordinating administrative activities to ensure organisation effectiveness and efficiency

· Any other duties as requested and directed by management from time to time.


	Requirements of the Job:

	To fulfil this role, the job holder will need an ability to:  
· Maintain a flexible approach to provide support as required by the management team.

· Be an excellent team player
· Pay close attention to administrative details, ensuring documentation is clear and legible
· Work independently, and in conjunction with other colleagues, in a busy, active environment, and without constant supervision
· Present a consistently professional image through attitude, behaviour and personal appearance 

· Work as part of the team in order to achieve results for the organisation
· Support colleagues as and when required to ensure all deadlines are met within allocated timeframes
· Apply time management 

· Assist with the training and development of others from time to time
· Demonstrate initiative  

· Continue to develop skills/knowledge


	Knowledge Required to Fulfil this Role Effectively:

	· The applicant should have strong computer skills and be experienced with working with Microsoft Office, particularly Microsoft Excel
· Numeracy and Literacy
· Working knowledge of general office equipment (i.e. telephone systems, copiers, fax machines, scanners)
· Preference will be given to candidates with previous experience in Sage 50, although the role is also suitable for candidates with an administration background with the right skills and approach.


	Core Competencies and Skills:

	The job holder should demonstrate the following: 
· Will be well organised and a motivated and enthusiastic person

· Will have excellent communication skills and be proactive in their approach and attitude to work
· Will have excellent communication skills (both oral and written)

· Working on own initiative, planning and prioritising workload  
· Excellent team-working skills

· Flexibility and self motivation, with the ability to manage own workload

· Honesty, confidentiality, integrity and reliability essential
· Have the ability to confidently and compassionately support adults with learning difficulties throughout the organisations programmes


Join an amazing team within a dedicated community who are recognised for their high standards supporting adults with learning disabilities in a very rewarding role.
This is an exciting opportunity to all motivated, dedicated and caring individuals who value a role with great job satisfaction.

Diversity: We intentionally welcome, respect and celebrate difference and we affirm the great diversity of the human community. We are committed to equal opportunities and we seek to ensure that we are representative of and enriched by the communities and groups of people who make up the society in which we live.

20 hours per week    

Monday-Friday 9.30 – 1.30

£8.50 per hour
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