[image: image2.jpg]@ 8reasteeding




Job Code-201637

Job Description for Administrator
Job Title:


Administrator
Salary:


£1705.60 per annum, £8.20 per hour
Number of posts:

1 part time 
Type of contract: 

Fixed term until 31st March 2016
Start date:


November 2015
Hours of work:
4 hours per week
Work location:
Home based 
Responsible to:
Project Lead
           Background and Purpose of the Post           
Portsmouth Peer Support Project provides accredited training courses for mothers who wish to become peer supporters and supports all mothers in the Portsmouth area  who wish to breastfeed. Support is available to women antenatally, on the ward following delivery and postnatally in the community. 
The purpose of this new role is to provide admin support to the Project Co-ordinator.
Main Duties and Responsibilities
· meet regularly with the Project Lead to provide a progress update and discuss priorities
· establish & maintain excellent working relationships with colleagues, volunteers and external personnel
· input information accurately using Excel spreadsheets and Word according to deadlines agreed with the Project Lead
· maintain computer security by password protecting computers and documents, keeping paper documents in a locked cabinet and  password protecting sent documents containing sensitive data
· use data collected to produce clear and accurate reports as directed by the Project Lead
· maintain confidential HR records including attendance and absence information

· maintain training records for the teams
· collate and check expenses and obtain authorisation in line with current BfN Expense Policy 

· arrange meetings, book meeting venues and coordinate attendance 

· design forms and other documents required using Microsoft Word 

· maintain and distribute supplies of resources within budget and as required by team

· take minutes at team meetings
· participate in annual performance reviews with your line manager

· undertake any required training including Health & Safety, Information Governance and Safeguarding training
· carry out any other administrative tasks at the request of the Project Lead
Administrator Person Specification

Please refer to this document carefully when completing your application form and preparing for your interview. You must demonstrate how you meet the criteria marked ‘A’ on your application form.

(A = application form, I = interview)
	Requirements
	Essential
	Desirable
	To be tested 

	Qualifications

GCSEs in English and Mathematics at grade C or above

A qualification in Business Administration
	√


	√
	A

AI


	Experience and Knowledge 

Knowledge of using Microsoft Excel and Word to maintain databases, design templates and simple spreadsheets and produce reports
Knowledge of the Data Protection Act and its application to sending and storing data electronically
Experience of working with diverse ethnic and social groups
Experience of working independently

Knowledge of Office 365 or similar cloud based systems
	√

√


	√

√

√

	AI

AI

AI
AI

AI


	Skills and abilities

Ability to speak and write fluently in English
Ability to use Microsoft Word to design forms and produce reports

Ability to use Microsoft Excel to design simple spreadsheets and maintain accurate databases
Ability to organise and manage work independently

Ability to work effectively as part of a team

Ability to work with people from different cultures and backgrounds sensitively

Ability to maintain the confidentiality of mothers and their families
Ability to maintain confidential records of employees and volunteers
Ability to communicate effectively by email, in meetings and on the telephone
Ability to take accurate minutes of meetings
Awareness and commitment to equality and diversity

	√

√

√

√

√

√

√

√

√

√

√


	
	AI

AI

AI

AI

AI

AI

AI

AI

AI
AI

AI
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