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	Richmond AID Person Specification and Job Description 


	Name of Role
	Administrator to the Chief Executive 

	Responsible to 
	Chief Executive 

	Post Description 
	To provide administrative support to the Chief Executive including finance and human resources administrative duties. Tasks will include reception duties including lunch cover and holiday cover and training staff and volunteers on reception. Also general administrative duties e.g. typing, minute taking, filing, data input, maintenance and management of information as required, website and social media updates. The role will also include building management duties (e.g. booking repairs). You will also provide IT and database support to the team.


	Experience & Knowledge

	Essential 
1. 1 year experience of working in an office environment 
2. Excellent administration skills including typing, data entry, editing, typing letters, emailing, minute taking and filing. 

3. A high degree of computer literacy - to include competence in the following: word processing, spreadsheets, databases, file management, e-mail and the internet.

4. Knowledge of financial processes  and using Excel 

5. Organised, efficient and an able to work to deadlines 

6. Able to set up systems for organising yourself and others e.g. filing systems, online systems

7. Knowledge of good Customer Service 

Desirable 

8. Knowledge of accounts payable/receivable. 
9. Knowledge of Quickbooks an advantage but training will be provided. 

10. ECDL computer driving license or equivalent IT courses

11. Understanding of the social model of disability
12. Understanding of confidentiality, data protection issues and safeguarding


	Skills & Abilities

	· Proactive and strong organisational skills
· Excellent communication skills both written and oral 
· Presentation skills. good attention to detail and accurate 
· Numerate and good grammar 

· The ability to plan your own work, work on your own initiative and meet deadlines
· The ability to manage pressure and conflicting demands and prioritise tasks
· Able to work independently as well as part of a team

· Reliability and honesty
· Action orientated and can-do approach

· Tact, discretion and respect for confidentiality

	Other requirements

	This post will be subject to a satisfactory Enhanced DBS check carried out by Richmond AID.


	

	Main Tasks and Duties

	1. HR administration including; supporting new staff with induction paperwork, carrying out DBS checks and recording on our central file, and ensuring all training is logged on our database and annual leave is accurately recorded on our online system. 

2. Finance administration including; file and organise invoice and payments, create and process income and expense invoices, monitor invoice schedule of incoming and outgoing funds, making payments via online banking, project allocation (cost centres) of expenditure on Quickbooks, Control Gift AID process and make annual application.
3. Administrative support to the CEO, including typing, minute taking, filing, data input, maintenance and management of information as required. 
4. Setting up new staff and volunteers on our IT systems and database and supporting people to use them correctly.  

5. Building management duties including booking repairs, room booking and communicating with suppliers. 

6. Reception duties including lunch cover and ensuring there are efficient systems in place. Training reception temps and volunteer lunch cover and bookings for temporary agency cover. 

7. Updating the website and social media. 

8. Inputting Client Satisfaction forms and producing reports. 

9. Using on our online database at administrator level e.g. setting up users, projects, reporting and data inputting. 
10. Compliance with Richmond AID’s policies and procedures. 
11. Attending training and development as identified by you and your manager.
12. Attendance at team meetings and supervision.  
13. You will need to travel within LBRuT as part of this post and occasionally may need to work outside of normal office hours including evening and weekends. 
14. Any other work commensurate with the level of this post. 


