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JOB DESCRIPTION

	 Job Title:  
	Operations Administration Administrator

	Grade / Role:
	Administrative 2B

	Reports to:  
	Operations Administration Supervisor

	Section:  
	Administration (Birmingham, Coventry & Solihull Operations Administration)

	Department:
	People



	
Job Summary


	
Deliver exceptional and professional operational administrative support to the organisation.  Undertake a variety of administrative tasks, ensuring responsibilities are completed according to established procedures.  Provide outstanding customer service, along with expert advice and guidance.




	
Responsibilities and Duties


	
· Respond to queries and service requests from both external and internal customers, adhering to organisational policies and procedures to provide effective administrative support.

· Monitor mailboxes and Teams Channels/Chats and answer telephone calls promptly to manage customer expectations and meet defined time and quality standards.

· Collate, analyse, interpret, and produce clear, accurate information using various organisational databases and systems (including Microsoft O365), to support informed decision-making.

· Produce accurate documents to support individuals and teams within the organisation.

· Provide administrative support for meetings, events, and visits, to ensure smooth operation.

· Monitor, maintain and distribute stock and consumables to ensure the efficient functioning of the organisation.

· Manage information in compliance with current legislation, such as the Data Protection Act 2018 and Freedom of Information Act 2000, to ensure data integrity and appropriate processing.

· Support Administration colleagues as needed to ensure the smooth-running and continued operation of the function.

· Review and identify opportunities to streamline and improve the administrative function to ensure it remains effective and efficient in supporting the organisation.




	
Special Conditions (include any special conditions, for example shift patterns, hours of work, working outdoors etc.)


	
· Whilst the post is based at set locations, there may be a requirement to work and attend meetings and training at other locations across the West Midlands.

· Dependent on business needs, some homeworking may be possible.

· Manual handling will be required to manage stock and packages.





	
Role related knowledge, skills and experience


	
Essential 
· Ability to communicate effectively, both verbally and in writing with various audiences, including external and internal customers.

· Excellent customer service skills, adept at managing expectations and responding to queries efficiently.

· High attention to detail, ensuring accuracy in response to enquiries and task completion.

· Ability to plan and meet deadlines, prioritising workload accordingly and working flexibly to meet organisational needs.

· Ability to collaborate effectively within a team environment, while also possessing the aptitude to work independently and take initiative.

· Understanding of data protection requirements, with the ability to handle confidential and sensitive information appropriately.

· Proficient in using Microsoft Office applications, particularly O365.



Desirable
· Previous experience in an administrative role.

· Experience in facilitating meetings and taking minutes.

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

· Intermediate level Excel.

· Calendar management.




	
Qualifications


	
Essential
· Demonstrable experience.

Desirable
· 




	
Level of DBS required (eg: Basic, Standard, Enhanced, Enhanced with Barred List)


	
Standard
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