	Job description:
	Administrative Assistant (Job share)
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	Location:
	Footprints Women’s Centre

Poleglass
BELFAST

BT17 0AR

	Work Pattern:

18.5 hours per week
Wednesday 12.30pm-5pm, 

Thursday & Friday 9am – 5pm 


Salary: £13,650 per annum, Pro Rata (NJC Scale 1, Point 8)
	

	Job Purpose:


	To provide general reception and switchboard duties together with administration support for the organization

	Reports to:
	Finance Manager

	
	

	Main Duties:

1. To provide general reception duties - welcoming users and visitors to the Centre
2. To be responsible for the switchboard.
3. To be responsible for the provision of administrative support to the operational team within Footprints Women’s Centre. Example of duties: typing, filing, maintenance of records both manual and computerised, photocopying, incoming and outgoing mail.

4. To maintain the central electronic organizational diary

5. To be responsible for the input of information onto the central organizational database

6. To be responsible for the maintenance of childcare statistics

7. To provide support for the administration tasks involved in recruitment for Footprints Women’s Centre. 

8. To be responsible for completing monthly Health & Safety risk inspections for all areas except kitchen and childcare.

9. To provide administration support to Centre Director and departmental managers regarding building maintenance work.
10. To maintain confidentiality about all correspondence, personal information etc about employees and users that may become accessible through the responsibilities of the post.

11. To attend supervision on a monthly basis, team meetings and staff meetings as required.

12. To undertake other such duties as may from time to time be required by the Board of Directors.



It is essential to the development of Footprints Women’s Centre that the post holder is able to respond flexibly to changes in the requirements of this post. This job description is therefore a guide and not an exhaustive list of responsibilities the post holder may have over time.
	Person Specification

	

	Criteria
	Essential/

Desirable
	Measured By:

	1. Education/ qualifications
	1.1

1.2
1.3

1.4
	ECDL or equivalent: OR demonstrable skills in Desktop Publishing and Excel/Access database

GCSE English, Grade C or above or equivalent
Word Processing Qualification

A good standard of Maths


	ESSENTIAL

ESSENTIAL
ESSENTIAL
ESSENTIAL
	APPLICATION FORM

APPLICATION FORM/Certificate
APPLICATION FORM/Certificate
APPLICATION FORM/Certificate/
Practical Test



	2. Experience
	2.1


	Experience in dealing with the public

	ESSENTIAL

	APPLICATION FORM & 
INTERVIEW


	3. Abilities/
skills/ 

knowledge
	3.1
3.2
3.3

3.4

	Good Communication Skills
Ability to work in a busy office

Ability to work as part of a team

Experience of cash handling
	ESSENTIAL
ESSENTIAL

ESSENTIAL

DESIRABLE

	APPLICATION FORM & 
INTERVIEW

APPLICATION FORM & 
INTERVIEW

APPLICATION FORM & 
INTERVIEW

APPLICATION FORM
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