 ADMINISTRATIVE ASSISTANT
JOB DESCRIPTION


Duties

· Typing/word processing, letters, reports and publicity.
· Maintaining, revising and updating filing system.
· Telephone and reception duties.

· Internal memos, messages, diaries and appointments.
· Prepare meeting rooms, organise catering.
· Deal with incoming and outgoing mail.
· Invoicing.
· Liaising with outside agencies and organising/planning repairs.
· Ordering new supplies and keeping up to date records of purchase.
· Dealing with Maintenance issues.
· Overseeing minibus bookings.
· Looking after petty cash, drawing up cheques and keeping details of same.
· Preparing occupancy figures
· Any Other duties in relation to general office requirements.
Equal Opportunities

· Adhere to and promote Threshold’s Equal Opportunities policy.
Please Note:  Responsibilities may be varied from time to time as agreed by 

                      Post holder and manager.  This job description is subject to

                      annual review.
Basic Terms and Conditions of Employment
Hours:  35 Hours per week – Monday – Friday
Monday – Thursday 9am – 5pm, Friday 9am – 4pm (Every other Friday finishing at 1pm, with the exemption of leave/sickness periods when cover maybe required).

Salary:  Starting Salary:  £19,312 per annum  (NJC SCP 5) Currently under review.
Salary Scale:  £19,312 per annum - £20,092  per annum (SCP 5-7 ).  There is an expectation that recruitment will take place at the first point on the scale.

Holidays:  25 days holiday per annum plus 12 public and bank holidays.
Other Benefits:  Auto enrolment pension scheme.
Non-contributory life assurance scheme (to value 3 x annual salary).

Probationary Period:  You will serve a probationary period of normally six months, although this can be extended.
SHORTLISTING CRITERIA

PART TIME ADMINISTRATIVE ASSISTANT

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications

3 GCSE’s grade C or above, two of which must be Maths & English or equivalent.

OCR (RSA( Stage II in word processing or equivalent.

Knowledge of computer packages – Microsoft Office, Power Point, Exel, Outlook, Internet.
	                  *

                  *

                  *
	

	Work Related Experience

Experience of working in a busy office environment.
Experience of diary management and appointment systems.

Experience of collating research data and inputting data onto computer.


	                   *


	                   *

                   *

                   

	Skills, Ability & Knowledge
Good written communication skills.

Good interpersonal skills.

Ability to work as part of a team.

Able to liaise with other statutory services.
	                    *

                    *

                    *


	                     *





Job Title:                                   Administrative Assistant





Accountable To:                       Administration Manager





Report To:                                Administration Manager





Accountable For:                     N/A





Brief Purpose:                          To provide administrative support to staff and


                                                   to assist in the day to day running of the 


                                                   Administration Office.








