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	POST
	Administrative Assistant

	DEPARTMENT
	Tuned In Project

	SALARY
	£12979 per annum (£12.48ph)

	REPORTS TO
	Finance and Admin Officer

	DIRECT REPORTS
	none

	WORKING PATTERN
	20 hours per week - Monday to Friday 9.00 am to 1.00 pm 

Some flexibility may be required


Job purpose
The role of the Administrative Assistant is to provide an efficient and effective daily administration support role to the Finance and Administrator Officer to ensure the smooth running of the administrative function within the Tuned In Project.
Main Duties and responsibilities

· Be a welcoming face to the Tuned In project by meeting and greeting students, clients and visitors to the centre.
· Maintain and update the student register on a daily basis
· Be responsible for receiving and processing transport payments, ensuring receipts and change are issued and the register is updated.
· Answer calls and messages connected to student transport requirements and make changes to transport requirements daily.
· Provide a friendly and helpful phone service by answering incoming calls, transferring calls and passing on information as required.
· Contact outside agencies to manage student needs 
· Monitor and record student attendance and participation at classes on a daily basis.
· Ensure all visitors sign in when entering the building and out when leaving the building

· Maintain stationary supplies and order supplies as and when needed

· Ensure mandatory checks of equipment is monitored and maintained e.g. defibrillator, Fire Extinguishers, PAT testing of electrical equipment 
· Maintain induction, training, Health & Safety and COSHH files.

· Monitor Organisational policy and procedure dates, alerting Project Manager if they are due for review. 

· Handle and manage cash, maintain Cash file, ensure accuracy of recording details and payment types

· To assist with general housekeeping within the project premises

· Provide administrative support for Tutors in preparation for class
· Help develop students in basic admin/telephone skills

· Complete monthly monitoring form and submit to Finance and Admin Officer for approval and signature

· Complete quarterly QCC forms and submit to Finance and Admin Officer for approval and signature

· Ensure student master file is kept up to date with new student information and create new files for new students 
· Update texting service with new students and day changes send out messages regarding programme changes as requested.
· Assist with inputting financial information onto accounts system
· Provide administrative support to the Finance and Administration Officer, board and General Manager as required.
General

· To contribute to the planning and development of the services as a member of the team

· To have a duty of care to yourself and others regarding Health and Safety issues

· Actively promote Equality & Diversity

· Actively promote the safeguarding policy and be aware of your responsibilities to report concerns

· To commit to ongoing development by undertaking job related training

· Any other duties within the job remit deemed by the project manager

The list of duties/responsibilities must not be considered comprehensive nor exhaustive.  They are simply a summary of the main duties/responsibilities that the post holder will be required to undertake.  No Job Description can cover every issue that may arise within the post at various times and the post holder is expected to carry out other duties from time to time which are broadly consistent with those in this Job Description and are within the post holder capability.
PERSONNEL SPECIFICATION

Essential Criteria:

· Minimum 5 GCSE’s (including English & Math at grade C or above)

· A minimum of 1 year’s previous experience in an administrative role 
· Ability to handle sensitive, confidential information
· Ability to prioritise work
· Computer literate with sound working knowledge of MS Office package (or similar) and competent IT User
Desirable Criteria:

· Experience of working in a busy office environment
· Knowledge and understanding of the community and voluntary sector

· Experience and knowledge of accounting software
Knowledge Skills Abilities:

· Possess excellent communication skills both verbally and written

· Ability to take ownership of workload.

· To be a team player with good interpersonal skills and a collaborative 
mindset

· Have ability to manage your time well and prioritisation 
· Possess exceptional attention to detail
· Effective organisational skills
· A flexible approach, professional attitude and the ability to ensure 
confidentiality
NOTE:

Where educational/professional qualifications form part of the criteria you will be required, if shortlisted for interview, to produce original certificates and one photocopy of same issued by the appropriate authority. Only those certificates relevant to the shortlisting criteria should be produced. If educational certificates are not available an original letter and photocopy of same detailing examination results from your school or college will be accepted as an alternative.

If successful you will be required to produce documentary evidence that you are legally entitled to live and work in the United Kingdom. 
Please note: Successful applicants will be required to complete a satisfactory Enhanced Access NI Check
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