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JOB SUMMARY


	Role Title:  Administrator

	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. 

Undertake a variety of administrative tasks, ensuring responsibilities are completed according to established procedures. 

Provide outstanding customer service, along with expert advice and guidance.


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

	To respond to queries and service requests from both external and internal customers to provide effective administrative support.

To be responsible for all administrative support arrangements relating to the organisation and delivery of meetings, events, training and workshops.

To support meetings by facilitating attendees, pre meetings, minute taking, circulation of minutes, and facilitating the smooth operation of meetings.  

To collate, analyse, interpret and produce clear, accurate information as and when required, using a range of organisational databases and other Microsoft Office 265 tools.

To produce standard documents and reports to include scanning, emailing, printing and photocopying.

To identify any ways in which the administrative function could be improved.

To manage, organise and update relevant information using data-based applications in accordance with current legislation including the General Data Protection Regulation (GDPR) 2018 and Freedom of Information Act 2000.

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

To support and undertake other work as required.






	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:  

Have a high level of attention to detail. 

Must be a strong communicator written and verbally.

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

Experience 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.

Be accurate, able to deal with confidential information or enquiries and redirect issues when required.

Able to meet deadlines.

Able to uphold organisational Core Values.


	Preferred skills:  

Previous experience in an administrative role.

Previous experience in minute taking and meeting facilitation.

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

Intermediate level Excel.

Calendar management.
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