BELFAST AND LISBURN WOMEN'S AID

JOB DESCRIPTION
JOB TITLE:


Administrative Worker 




Part time - 3 days/week
1 year fixed term contract which may be extended/made permanent

RESPONSIBLE TO:
HR & Admin Manager
LOCATION:


Support and Outreach Centre, Belfast
Belfast and Lisburn Women’s Aid provides a range of support and accommodation services for women and children experiencing domestic violence.
Summary of Post:



To provide an efficient and effective Admin support service.
Main Responsibilities: 

1. Provide administrative support to the floating support/outreach team, including:

· maintaining administrative systems/procedures

· updating and maintaining manual and computerised records 

· compiling reports and statistical information 
· handling requests for information

· preparing information for and attending team meetings

· minute taking
· dealing with general correspondence

· photocopying

· ensuring effective communication between team members

· adhering to data protection guidelines

2. Providing general Admin support to other staff and cover for other Admin staff members as required.  This may include:
· meeting the admin requirements of other teams

· responding to general e mails

· logging IT faults

· petty cash

· ordering office and other supplies

· setting up meeting rooms
· co-ordinating maintenance requirements/repairs and obtain quotations for equipment and services
· carrying out daily computer server backups
3.
Reception cover for lunch periods and in the absence of the Receptionist

· answering phones and message handling

· welcoming visitors to the building

· processing post 

· ordering stationary supplies

· ordering general supplies for the building 

· maintaining diaries for conference rooms and equipment

· ensuring conference rooms for external groups are set up and providing tea/coffee for both internal and external meetings as required etc

· maintaining diaries for advice appointments

4.
Assist staff with making appointments, booking rooms, arranging  

conferences, courses etc 
5.
Keep Admin areas tidy and ensure filing is up to date and archived regularly

6.
Support, train and assist other administrative and reception staff and volunteers as required
7.
Attend relevant team/organisation meetings, training and supervision
8.
Be familiar with and adhere to organisational policies and procedures
9.
Promote volunteering within Belfast and Lisburn Women’s Aid, and assist in the development of volunteering opportunities within your team.
10.
Respect the confidentiality of all information received as a result of the post holder’s duties.
11.
Carry out any other duties as required.

Hours:
9.00am – 5.00pm 3 days a week 
You will at times be required to work until 5.30pm to cover Reception
Salary scale:
NJC scale points 13-20

Starting Salary: £16,491 per annum pro rata
