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Armagh Rural Transport

Job Description

Job Title:



ART Administrator
Responsible to:

Management Committee through ART Project Manager
Status of Post:


Part time 
Hours of employment:
21 hrs per week
Place of Work:


Office Suite 1, 





Armagh Business Centre, 





2 Loughgall Road, 




Armagh.

Summary of main responsibilities:

1. To provide administrative support to the Project Officer and to Management Committee where appropriate.


2. To provide financial support for the day to day running of the office.

3. To assist with the efficient running and administration of the office.

4. To assist in the development and delivery of the DAL, DATS & GH Services.

Main Duties:

1. Settle invoices to suppliers and associated computer work on Excel and Sage Accounts including payment of volunteer’s expenses monthly.
2. Complete bank lodgments and associated Excel and Sage Accounts work weekly.

3. Complete Bank Reconciliation, Committee finance and expenditure comparisons monthly.

4. Enter statistical data onto the Data Images Software system weekly.
5. Monthly, Quarterly, Annual returns to DfI & DEARA Funders via the Lead Partner protocol.

6. Completing volunteer and paid driver rota’s when required.

7. General office duties, including answering telephone queries, accepting bookings, word-processing, photocopying, filing and mailing.

8. Providing secretarial support to assist with the recruitment of drivers and members and with the production of all materials for on-going volunteer training.

9. Receiving callers to the office and assisting with hospitality for visitors.

10. Communicating by telephone with drivers, ART members, referral agents and other general enquiries.

11. Assisting the Project Manager in maintaining an efficient, accurate and confidential record keeping and filing system.
12. Typing and circulating reports which may include the Annual Report.

13. Typing and distributing newsletters, circulars and publicity materials to members and other agencies as required.

14. Assisting with publicity, open days, annual general meetings, displays and any other events or meetings relating to the ART Office.

15. Attend meetings as required by the Project Officer.

16. Maintaining supplies of stationery and office equipment.

17. To undertake any other reasonable duties which may be required.
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