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Role:           


Administrator Assistant 
Reports to:


Home Manager 
Reports:



None 
Budgetary accountability:
nil
Budgetary influence:

nil
Job Purpose
To provide an efficient and professional reception and administrative support service to the Home Manager and to the wider team.
Accountabilities
1. To provide an effective, professional and efficient administration service to the Home Manager and to be a professional, helpful and polite first point of contact for the team providing appropriate sign-posting and follow-up of queries.
2. To support the work of the service team by ensuring that information received in the department is stored and used securely and appropriately, in a way that supports the service and enables colleagues to use the information as necessary

3. To ensure that you are responsible for continuous and improved service delivery and offer creative, constructive and appropriate suggestions to improve this.
4. To ensure accurate information systems and resources (both electronic and manual) are accessible, logical and regularly reviewed and updated.
5. To arrange appointments on behalf of the residents liaising with shift coordinator.
6. To manage home’ Petty cash, banking/ withdrawal and residents monies in accordance with Milestones Financial Policy.

7. To maintain an efficient manual filing system in support of the service, reviewing regularly in order to meet changing demand in consultation with the Home Manager. To ensure stationery supplies in the home.

8. To work collaboratively with Trust colleagues so there is a fully integrated administration service.
Other
Travel May be required for training & team events/days. Where possible this will be discussed and arranged in advance. 
Key results area/measures for the role
The following areas are measured by a variety of methods such as feedback from Managers,

use of service, delivery of personal objectives by the individual via the performance management system
and results from KPI’s.

1. A well supported (i.e. professionally, effectively, reliably and efficiently) Admin team in terms of administration and project work.
2. The smooth and efficient administration of the relevant process.

3. A healthy, supportive and pro-active attitude is promoted to internal and external customers at all times.

Person Specification
	
	Essential
	Desirable/Ideal

	Qualifications
	Educated to at least GCSE Level A-C or equivalent in Maths and English or ability to achieve the relevant standard in the numeracy and literacy assessment
	NVQ in Business Administration or equivalent

	Skills
	Ability to communicate effectively with staff, service users and a range of stakeholders

Able to build productive working relationships and partnerships

Ability to identify issues and develop a logical and clear approach to problem solving, with the ability to resolve conflict using own judgement

Pro-active and creative thinking

Ability to present clear, professional materials to suit different audiences, paying attention to detail

Ability to work on own initiative and as part of a team and be self-motivated.
Strong IT skills with the ability to use Microsoft Office applications.
	

	Experience
	Experience in an administrative role supporting a team, including proficiency in the use of Word and Excel and database work.

Experience of effective time management and work prioritisation and the ability to work well and positively under pressure.

Demonstrable ability to identify issues and develop a logical, pro-active and creative approach to problem solving, with the ability to resolve conflict using your own judgement.
	

	Other
	Confidentiality.
Willingness to be flexible, adaptable and responsive to change.
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