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JOB DESCRIPTION
Job Title:



Administrative Assistant
Location & Department:

BCM Headquarters 
Main purpose of Job:
To provide a varied range of administration support as well as reception duties
Reports to: 


HR Manager
Main Tasks of Job:
Administration
· To maintain an effective administration support to the support team
· To maintain accurate records and ensure that all documentation is filed in an effective and accessible manner
· Ensure that both electronic and manual filing systems are accessible to the relevant personnel and that they are maintained in a neat and tidy manner

· Ensure that effective databases are developed and accurately maintained: ensure that reports can be generated using up to date information
· Correspond to Customers (both internally and externally) by phone; email; mailshot depending on their requirements

· Maintain all data in a confidential manner using the relevant security passwords for electronic databases or simple lock and key approach for manual filing systems

· Work with management to review and improve the administrative systems for the department

· Ensure that any minutes from meetings are typed up accurately and efficiently.

Customer Services

· Respond to Customer queries promptly and provide guidance and advice on pricing, availability and additional facilities/services here at BCM

· Maintain records of paperwork gathered/needed for applicants and liaise with Management to address any areas of focus

· Maintain effective and professional communication with internal customers and keeping them updated with progress
· Work as part of a wider team to ensure that he best service possible is provided at all times  
Other Duties

· To carry out any other duties as specified by your line manager.

The above is not an exhaustive list of duties and you will be expected to perform different tasks as necessitated by your changing role within the organisation and the overall business objectives of the organisation.
GENERAL TERMS AND CONDITIONS



Duration:
Permanent.
Hours:
20 hours per week.
Salary:
BCM Scale Point 13-15 (£13,042 - £14,297 per annum) pro rata
Holidays:
20 days per annum, plus 12 public holidays

Probation Period:
Six months.
Pension:
In line with current legislation, you will be automatically enrolled into the company pension scheme, providing you meet the relevant criteria.
Benefits:
Childcare Vouchers


Cyclescheme

Period of Notice:
Less than six months service = 1 week


Six months service or more = 1 month

Sick Scheme: 
Statutory Sick Pay (SSP) only.
You will be eligible for SSP during periods of certified sickness provided you meet certain qualifying conditions.
If you require more details regarding the conditions of employment you will be given the opportunity at interview to discuss these and other matters.

PERSON SPECIFICATION
	Qualifications & Experience



	Essential Criteria:

· 1 year(s) experience of working in a busy office environment to include:

· Experience of working with multiple tasks simultaneously in order to meet deadlines.
· Experience of using:
· Microsoft Word (for letter & report writing) 

· Microsoft Excel( for database and information management; 

· Microsoft Outlook (for diary management, email & general communication 
· Experience of working with manual and electronic filing systems.
· Experience of maintaining accurate records and information within an office setting.

	Desirable Criteria:

· GCSE Maths & English at Grade C or above (or equivalent)

· RSA Stage II Word Processing (or equivalent).
· ECDL or other IT related qualification

· Experience of working in an office environment with customer-facing/contact /sales responsibility 

	Communication 


	· Good level of written and spoken English.
· Ability to liaise with a range of internal and external customers.
· Ability to relay information in an accurate and concise manner.
· Ability to work on own initiative and as part of a team.

	



