JOB DESCRIPTION & PERSON SPECIFICATION

	POSITION:
	Administration Manager
	REPORTS TO:
	

	
	
	
	

	
	
	LOCATION:
	Cambridge

	
	
	
	



	JOB PURPOSE: 

	To set up, maintain and improve the running of effective client focused administrative processes, including Clinical Administration. 
Establishing the provision of office, financial, management and supervision support services, to ensure that services are delivered to a high standard.
Provide administrative support to the trustees to ensure good governance




JOB SPECIFIC ACCOUNTABILITIES

Office Support (75%)
· Manage and monitor the administration of the office support including resources management, ICT support, marketing and promotional activities and events as needed
· Manage the organisation, co-ordination and delivery of training resources and events as professional support as needed.
· Provide sensitive telephone contact to clients under direction from the counsellor practitioners
· Manage and monitor budgets, ensuring that expenditures are authorised.
· Provide the administrative support for the clinical administration process
· Provide the administrative support for the volunteers
· Provide administrative support for the recruitment of volunteers.
· Undertake general clerical & administrative tasks and support the team and service as required

Health & Safety (5%)
· Take responsibility for Health and Safety issues and ensure the provision and maintenance of a healthy and safe working environment – monitoring and reviewing systems and processes
· Identify and act upon any Health and Safety issues to reduce the risk to self and others

Management Support (10%)
· Responsible for the effective & efficient operation of the administration service:
· Providing administrative support to the charity trustees to ensure good governance

Role Specific (10%)
· Understand the core business and contribute to its development.
· Use specialist knowledge to provide advice on complex matters relating to own job or that of the service.
· [bookmark: _GoBack]Undertake other tasks and responsibilities as required in the delivery of the Service.

Person Specification

· Office administration experience, including bookkeeping and management accounts.
· Effective listening and communication skills
· Calm, sensitive and reassuring telephone manner, and awareness of confidentiality at all times.
· Effective organisational and teamworking skills
· Good level of IT literacy (use of database for record keeping and MS Office packages (Outlook/Word/Excel) for email, reports and timesheets)
· Effective writing skills (for client session reports, and reports to xxxxxxx and funding providers)


Employment is subject to:
· Enhanced DBS Check
· Evidence of Right to Work in the UK
· Satisfactory References

