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Job Description

Job Title:


Office Administrator
Report to:


Corporate Officer
Purpose of the Job

To work as part of a team to provide highly effective administrative support to multiple members of staff to ensure Drive delivers care and support to supported people. This role will have an extremely diverse workload and you will be the first point of contact for external stakeholders. 

Duties
· Promote equality for all individuals through anti-discriminatory practice, supporting individual’s rights, choice, personal beliefs.

· Being the ‘first point of call’ for visitors in the office, both face to face and over the telephone.

· Ensures timely and efficient administrative tasks of systems and process within this role to include:

Filing

Archiving

Scanning

Dealing with telephone enquiries

Using and maintaining the organisation database

Production of standard documents and routine correspondence

· Develop and enhance effective working relationships both internally and externally

· Assist with the planning and arranging of events

· Maintains stock lists and orders office supplies as needed

· Photocopies/Scans appropriate documents as needed.

· Taking minutes in meetings, some of which may be outside core hours

· Promote and maintain confidentiality at all times

· Promote Health and Safety for all individuals.

· Contribute to the implementation of change within the organisation’s services and systems.

· To undertake any other duties commensurate with the level of the post.
PERSON SPECIFICATION – Office Administrator
	QUALIFICATIONS
	Essential 
	Desirable 
	How Identified 

	General education to a good GCSE standard to include English and Maths.
	X
	
	Documents/Application Form

	Relevant qualification in Administration.
	
	X
	Documents/Application Form

	Advanced professional qualification and/or membership if applicable.
	
	N/A
	Documents/Application Form

	EXPERIENCE 
	
	
	

	A minimum of 1 years’ experience in an administrative role.
	
	X
	Application Form/Interview

	Experience of working in Social Care.
	
	X
	Application Form/Interview

	KNOWLEDGE
	
	
	

	Computer literate with a strong knowledge of Microsoft Office particularly Word and Excel.
	X
	
	Application Form/Interview

	Knowledge of creating basic reporting and presenting data
	
	X
	

	SKILLS
	
	
	

	Prepared to work as a team, understanding everyone’s role and responsibilities within the organisation and how this position fits in.
	X
	
	Application Form/Interview

	Accurately complete and maintain general clerical and administrative systems. Including recording, monitoring, distributing, ordering as required.
	X
	
	Application Form/Interview

	Ability to prioritise workload effectively to meet deadlines and deal with conflicting demands.
	X
	
	Application Form/Interview

	To contribute to and support the overall ethos/work/aims of the organisation.
	X
	
	Application Form/Interview

	Be flexible and positive; having a ‘can do’ attitude.
	X
	
	Application Form/Interview

	To be aware and comply with all organisation policies and procedures. E.g. relating to health and safety, confidentiality, data protection, etc.
	X
	
	Application Form/Interview

	Be calm and diplomatic – must be able to maintain a professional demeanour at all times.
	X
	
	Application Form/Interview

	Dealing with routine telephone calls, face to face enquiries, signing visitors in at Reception in an efficient courteous manner.
	X
	
	Application Form/Interview

	A commitment to professional practice and continuous personal development. 
	X
	
	Application Form/Interview

	Full, clean driving licence and use of a vehicle.
	X
	
	Application Form/Interview

	Ability to speak Welsh. 
	
	X
	Application Form
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