Jigsaw (Bury)
Office Administrator

Job Description

Job title: 



Jigsaw Office Administrator




Term of employment:
Temporary Maternity Cover until 9th May 2017 or the                  return of the employee concerned 
Hours:



37 hours per week (over 5 days)
Responsible to:


Jigsaw Manager
Salary:                                          £16,000 p.a
1. MAJOR FUNCTION:

To carry out a range of administrative and I.T. related tasks which will support delivery of the services provided by Jigsaw (Bury).
2. PRINCIPAL DUTIES / RESPONSIBILITIES

To provide general administrative support by:-
· Responding to telephone messages and enquiries.
· Maintaining the rota of staff and office volunteers, annual leave and sickness absence records.
· Organising the payment of invoices and expenses.
· Maintaining office supplies.
· Inputting of figures into cashbooks. Counting and recording monies in.
· Responsibility for office health and safety issues including organising annual testing of electrical equipment.
· Assisting with monitoring and evaluation of activities.
· Sorting and distributing incoming and outgoing post.
· Attending any training courses as required.
To assist in the organisation of service users’ activities by:
· Booking venues.
· Preparing newsletters and monthly calendars of planned events and circulating these to members, volunteers and staff.

· Collating outings forms and producing activity lists.
· Organising transport.
· Preparation and collation of materials for training and development sessions.
· To publicise and manage training opportunities for volunteers, members and paid workers.
· To maintain databases and training records.
· To develop and implement new administrative systems where needed.
· To publicise Jigsaw (Bury) through regular social media postings.
Confidentiality
To ensure that all service users and workers (paid or voluntary) have a right to privacy and confidentiality and that systems are provided to maintain the integrity of information held or known about current or past service users or workers, in line with data protection legislation.

To allow members access to any files or written information maintained in respect of them. 

3. RELATIONSHIPS

· contact with members, volunteers, staff and carers at all levels.

· contact with members of the public and other local organisations.

· contact with grant / donation giving organisations and businesses.

· contact with Jigsaw (Bury) Trustees.

4. CONTROL OF RESOURCES

· Monitoring and control of databases. 

· Monitoring and control of stationery and other office supplies.
5. SPECIALIST SKILLS

· Excellent organisational skills.
· Self motivating with the ability to work effectively without supervision.
· Good I.T. skills.
· Good interpersonal skills with the ability to work as part of an effective team.
· Disability Awareness.

6. QUALIFICATIONS AND EXPERIENCE

· Experience of office administration.
· Computer literate with experience of a range of office software including the use of e-mail, word processing, spreadsheets and databases.

· Good level of education.
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