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JOB SUMMARY


	Role Title:  Administrator (Registry & Reception)

	Reports to:  Administration Team Leader

	Section:  Administration

	Department:  People
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                                                                Administrator
Administration – 2B

	General Description

	Deliver exceptional and professional administrative support to the organisation within the remit of Registry and Reception.  
Undertake a variety of administrative tasks, providing outstanding customer service, along with expert advice and guidance.

	Specific Duties (Include here current tasks and duties required of the role)

	
Registry

Coordinate all administrative activities that facilitate the smooth running of Registry.

[bookmark: _Int_WkUr3Fk4]Produce standard documents and reports to include scanning, emailing, printing and photocopying, whilst managing competing priorities and deadlines, to ensure an efficient and timely service.

Produce new and replacement identification and proximity passes for all Brigade employees and manage access levels within Brigade policy/department requirements, including non-standard arrangements, where discretion is required.

Receive, record, securely, storage and distribution of fuel cards for all Brigade fleet vehicles.

Manage the issuing and returning of yellow disc keys across the Brigade.

Deal with general enquiries for Registry duties as required.

Monitor and maintain stock levels of consumables, placing orders for goods and services, confirming goods and services received using the relevant organisational system.

Sort and distribute incoming mail and packages, as well as prepare outgoing mail for shipment, ensuring correct postage rates or delivery services are applied, depending on the urgency of the request.

Digitize sensitive information regarding grievance & disciplinary matters.

Light manual handling.

Reception

Be front facing on Reception, welcoming and supporting visitors, signing individuals in/out, distribution and maintenance of passes, in an efficient and timely manner to avoid delays.

Allocate and manage allocations and keys for personal lockers within Headquarters.

Support room booking queries in relation to The Hub.

Coordinate appointments and maintain schedules for meeting rooms, ensuring efficient use of resources, including making changes to allow for competing priorities.

Assist guests and colleagues with enquiries about booking meeting rooms, Wi-Fi access and printing.

Provide ‘hands-on’ assistance with IT access in meeting rooms.

Assist Security for short periods whilst they are on patrols, breaks, dealing with incidents, by monitoring and opening electronic gates to the secure areas.

Assist Security during weekly fire alarm testing procedures.

Carry out weekly AED checks within Headquarters.

Receive, record, and securely store lost property, including money that is handed in at Reception.

Provide ad-hoc support as required for events, such as relaying messages, ordering taxis, filling water urns etc.

Undertake administrative tasks relating to dyslexia support, workplace assessments and access to work requests.

General

Interpret instructions and issues arising and implement actions according to organisational policies and procedures.

Support and undertake training and other work as required.

Identify any way in which the administrative functions could be improved.

Manage, organise, and update relevant information using data-based applications in accordance with current legislation including the GDPR, Data Protection Act and Freedom of Information Act 2000.





	Role Related Knowledge, Skills and Experience
(Refer here to the Role Holder Profile within the Role Profile to support identification of required skills)

	Essential skills:  

Excellent communication skills with people at all levels, both in writing and verbally.

Ability to identify improved working procedures to enable tasks to be completed more effectively and efficiently in the future.

Experienced in the use of Microsoft Office applications, specifically O365. 

Willing to learn new tasks within a given timescale and undertake training as required.

Excellent customer service.

Answering telephone calls, emails and other messages and providing accurate information.

Able to deal with confidential information or enquiries and redirect issues when required.

Able to meet deadlines.


	Preferred skills:  

Previous experience in an administrative role.

Ability to identify improvements to working procedures for enhanced efficiency and effectiveness.

Proficient in operating various office equipment, such as printers, ID card machines, shredders, and laminators.
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