Job Description: Administrator

Purpose of Your Job
Your principal responsibility is to work with the Finance and Resources Manager to ensure the efficient, cost-effective and smooth running of Financial, Health and Safety, Property and Human Resources Functions

General administration
1. Ensuring the pro-active co-ordination of staff meetings (monthly), management meetings (monthly) and board meetings (bi-monthly) and production and circulation of minutes and related documents
2. Opening and appropriate distribution of post
3. Coordinate the preparation and production of the Annual Report
4. Writing and circulating relevant communications to staff and volunteers including a quarterly newsletter.
5. Collate and circulate regular information regarding internal and external training, meetings, rotas and policies.
6. Any other administrative tasks at the direction of the Finance and Resources Manager

Staffing and Personnel
1. Coordination of bookings for staff training programme to include publicising courses, taking bookings, sourcing and securing venues, and liaising with trainers. 
2. Administration of Annual and Sick Leave Records
3. Drafting and disseminating evening and weekend rotas 
4. Coordinating the booking of venues and catering for events
5. Collate staff and volunteer feedback and facilitate good communication across the organisation

Building
1. To action any feedback regarding the property facilities and maintenance 
2. Co-ordinate relevant H&S checks, audits and procedures in line with the risk assessments 
3. Communicate agreed policies and procedures regarding health, safety and the use of the premises to all staff and volunteers
4. With the Finance and Resources Manager, communicate with suppliers of utilities, stationery and other consumables.


Finance
1. Allocating income and expenditure to appropriate projects in our financial software, and inputting details of each transaction.
2. Process incoming invoices and expense claims, writing cheques, ensuring signatures and posting payments.
3. Manage the Petty Cash system

[bookmark: _GoBack]Other Duties and Requirements of the Job
1. The post holder may be expected to undertake other appropriate duties from time to time under the direction of the Finance and Resources Manager
2. Attend a range of agency events including staff meetings, Link Days, and AGM.

