EAVES HOUSING FOR WOMEN LIMITED

JOB DESCRIPTION

CENTRAL SERVICES TEAM
Job Title:

Central Services Administrator 
Responsible to: 
Human Resources & Administration Manager
Responsible for: 
N/A

Job Purpose


To provide a welcoming, efficient and courteous reception service to the organisation between the hours of 9.20 to 5.30.  
To support the Human Resources and Administration Manager in ensuring the provision of a safe and functioning office environment 

To support the Human Resources & Administration Manager in the provision of a high quality Human Resource administrative service 
To support the Finance Manager and IT Manager in the provision of a high quality central service administrative service
To undertake general administrative tasks to support the smooth running of the Organisation (with prior agreement of the HR Manager)
Key Tasks and Responsibilities

1 Reception

1.1 To provide a first point of contact reception service ensuring that all visitors are greeted efficiently and passed to the appropriate member of staff, or that their queries are addressed.

1.2 To respond quickly to all telephone calls, dealing with routine enquiries and either taking messages or passing on to the appropriate members of staff.  
1.3 To Maintain a professional working environment and ensure that the reception and public areas present a positive image of the organisation
1.4 To oversee and support the reception volunteers with regular training and support sessions 

2
Office facilities

2.1 To assist the Human Resources Manager to ensure that the staff work within a secure environment and that security arrangements for the office over a 24-hour cycle are kept under review. 
2.2 To assist the HR Manager to ensure that preventative and corrective office maintenance is carried out with the use of external contractors where necessary.   This includes office inspections and some manual repairs and replacement work as well as ordering supplies. 

2.3 To assist the HR Manager to keep up to date with any regulations/legislation relevant to the office premises or office environment .

2.4 To assist the Management Team in relation to administration of all Health and safety issues within the organisation ensuring that central records such as Risk Assessments/COSHH reports and incident and accident records are kept up to date and regularly reviewed.  Minute taking at Health and safety Meetings.
2.5 To perform duties of Fire Warden with relevant training.
3
HR Administration and Support 
3.1      To support the Human Resources & Administration Manager in the 
           maintenance of HR administration including
3.2       Providing staff inductions where necessary (including health and                                  

 safety)

3.3       Input and retrieval of HR data on computerised 
           databases/spreadsheets/tables as directed (Staff            

           info/recruitment/training evaluation/sick leave etc)
3.4      Compilation of  statistics

3.5 Administrative support on recruitment rounds (from advertising to                       shortlisting packs and overseeing tests/sending rejection letters/archiving)

3.6      To provide accurate typing and word processing of documents as     

           required by the Human Resources & Administration Manager.
4.
Finance Administration 

4.1 To support the Finance Manager and Finance Officer with general 

            Finance Admin as required.

5.
IT Administration 

5.1 To support the IT Manager with IT Administration as required including 

           ensuring back up tapes are set up.

6.
General Administration 

6.1       Ordering and maintaining stationery and other supplies

6.2       To purchase office refreshments as required.

6.3       To process both the incoming and outgoing post, registering all  cheques as specified by policy and procedure.

6.4       To carry out organisational mail outs.

6.5
To participate in maintaining electronic and manual central filing systems.  
6.6
To book travel for staff when instructed by their manager.

4
Policy – Reporting and Monitoring

4.1
To assist in monitoring the team’s achievement of objectives and discuss and implement corrective action if required.

4.2
To assist in the production of reports and statistics as required for committees, partner agencies and funders.

5.
Core Criteria for all Staff

5.1
To promote the aims and objectives of the organisation and ensure that all contacts with external people and organisations fully reflect the professional approach of the organisation.

5.2
To develop and maintain effective working relationships with all relevant statutory and other agencies.

5.3
To achieve personal and team performance targets identified on an annual basis.

5.4
To work flexibly as a member of a team and the organisation.  To ensure all contacts both within the team and with other teams assist the smooth running of the organisation.

5.5
To share relevant information and expertise within the organisation.

To keep all records, statistics and qualitative information in accordance with Eaves Policy and Practice.

5.6
To be self-servicing and contribute toward the development of information technology within Eaves.

5.7
To attend and make best use of regular supervision sessions and participate in relevant training.

5.8
To work within Eaves statement of intent on Equal Opportunities.  To promote the Diversity and Anti Discriminatory policy and anti-discrimination practice in all areas of Eaves’ work.

5.9      To work with volunteers as required.

5.10
To work within Eaves Health & Safety and all other policies and procedures.

5.11
To work evenings and occasional weekends.

5.12    To carry out any other duties that may reasonably be requested.

RECEPTIONIST & FACILITIES OFFICER PERSON SPECIFICATION

	Criteria
	APP
	INT

	Knowledge and Experience
	
	

	1         Experience of  undertaking general administrative duties including answering telephone callers and dealing with a range of administrative tasks in a reception environment
	√
	√

	2 Experience of dealing effectively with the general public and     answering a range of questions including those from vulnerable and confused people
	√
	√

	3 Experience of setting up and running a range of administrative systems
	√
	√

	4 Experience of being responsible for assisting in office facilities management
	√
	√

	Skills and Abilities
	
	

	4        Ability to problem solve
	
	√

	5        Ability to meet deadlines and manage own workload in an organised                                                                                                                manner
	√
	√

	6        Ability to prioritise work and work flexibly/multi task in the face of conflicting demands
	√
	

	7        Ability to take accurate messages, and follow up where necessary
	√
	√

	8        Ability to accurately input information on a database
	√
	√

	9        Understanding of and commitment to equality and diversity 
	√
	√

	10      Good numeracy, literacy and oral skills
	
	√

	11      Ability to self-service and produce documents to a high standard using a word processing package; ability to produce accurate typing.
	
	√

	12     Ability to produce written or HR Data base reports 
	√
	

	13     Ability to set-up and maintain effective filing systems and administrative

         records – paper and computerised
	√
	√

	15     Ability to communicate effectively with service users, staff, agencies, 

         statutory bodies etc. and maintain good working relationships with a                

         range of agencies
	√
	√

	Attitudes
	
	

	16   Understanding of and sympathy with Eaves aims and commitment to vulnerable women
	√
	√

	17    Flexible and willing to contribute to the success of the team
	√
	√

	18    Attention to detail and completion of tasks
	
	

	Other
	
	

	19    Ability to work 9.20 – 5.30
	√
	

	20    Good attendance record and ability to cope with pressure
	
	√

	  21    Ability to work some evenings
	√
	√


Please note: Point 11 will be tested at interview using a word processor.  Aspects of the Person Specification marked INT will be tested at interview; ONLY ADDRESS POINTS WITH A TICK AGAINST APP WHEN YOU COMPLETE THE APPLICATION FORM.
