YWCA Yorkshire
Job Description & Person Specification
Administrative Assistant
The united Nations convention on the rights of the child states that “Children and young people have the right to say what they think should happen when adults are making decisions that affect them, and to have their opinions taken into account” In acknowledgement of this, YWCA Yorkshire involves Children and Young people in the recruitment process for all staff.


Job Description
	Job Title:
	Administrative Assistant

	Service:
	Doncaster

	Responsible to:
	Project Manager

	Responsible for:
	Please see Key responsibilities

	Hours of Work:
	16

	Trial Period & Notice Period:



	I week on either side during the 6 month probationary period. 1 month on either side following the 6 months probationary period.

	Holidays:
	25 days per annum, pro-rata, plus 8 statutory holiday’s pro-rata.

	Pension:
	See economic conditions.

	Salary Scale:
	NJC Spinal Column Points 14 - 18 

£15,882 – £17333 (pro rata)

	Work related circumstances:
	Please see person specification.


	Key Responsibilities



	· Generally servicing the administrative requirements of the YWCA Yorkshire service to ensure that all administrative systems run smoothly and efficiently, and that all records and data are kept in accordance with legal and organisational requirements, policies and procedures.

	Key Duties


	Office Finance:


	· Petty cash reconciliation.
· Sundry daybook entries.
· Rent receipts.
· Banking duties to include collection of cash.

· Purchase Orders.
· Ordering Stationary.
· Purchasing of stamps.

	General Administration (ongoing):

	· Recording of Incoming / outgoing post. 

· Typing of team meeting minutes.
· Reception duties (where appropriate) to include answering of telephone and greeting of visitors, service users etc.

· Photocopying duties.
· Raising of purchase orders.
· Scanning and archiving Service User files.
· Letter writing on behalf of the Project Manager.
· Managing and processing data.
· Monitoring of Lone Working policy/schedules.
· Inputting client data onto the client database system.
· Arranging relief cover.
· Collate and record car documents.
· Monitoring of Lone Working documents



	Monthly Tasks:

	· Collection of Time Sheets.
· Collection of and completion of mileage sheets.
· Review and update staff lone working monitoring.
· Recording and processing annual leave.
· Recording sickness.
· Monitoring of room occupancy (where applicable)

	Annual Tasks:

	· Distribution of Stakeholder questionnaire.

	Monitoring Tasks: 

	· Monitor Reflective training logs on behalf of Project Manager.
· Maintain internal & external training database.


	Health & Safety Tasks:

	· Assistance in risk assessment processes.
· Monitoring DBS forms.


	Ad Hoc Tasks:

	· Printing and binding of Lifestyle Booklets.
· Attendance at interviews.


	It is the nature of the work at YWCA Yorkshire that tasks, and responsibilities are, in many circumstances, unpredictable and varied.  All staff are therefore expected to work in a flexible way when the occasion arises that tasks are not specifically covered in their Job Description have been undertaken.  These additional duties will normally be to cover unforeseen circumstances or changes in work, and they will normally be compatible with the regular type of work.  If the additional responsibility or task becomes a regular or frequent part of the member of staff’s job, it will be included on the Job Description in consultation with the member of staff.




Person Specification

	ESSENTIAL REQUIREMENTS.


	Method of Assessment

	Skills, knowledge & ability:
	

	· Previous, recent relevant experience.
	Application form

Interview

	· Excellent IT skills.
	Application form

Interview

	· Ability to accurately and efficiently minute-take for meetings where appropriate.
	Application form

Interview

	· Experience of general office duties.
	Application form

Interview

	· Fast and accurate typing skills.
	Application form

Interview

	· Ability to self-manage.
	Application form



	· Ability to respond to situations in an appropriate manner.
	Application form

Interview

	· Excellent verbal & written skill.
	Application form

Interview

	· Excellent organisation skills.
	Application form

Interview

	· Commitment to equal opportunities and anti-oppressive practice.
	Application form

Interview

	· A sense of humour.
	Application form

Interview

	· Ability to interact with young people, face to face.
	Application form

Interview

	· An understanding of the value of team work.

	Application form

	· Full driving licence, access to a vehicle and willingness to travel.

	Application form

	 Experience and Education:
	

	· Recognised I.T. qualification.
	Application form

Interview

	· GCSE Maths & English Grade C or above or equivalent,
	Application form



	DESIRABLE

	

	Skills knowledge & Ability:
	

	· Experience of administrating a payroll system. 

· Previous experience of working with vulnerable groups.

	Application form

	Experience & education:
	

	· A commitment to continuous self-development to meet the evolving needs of the role. 
	Application form
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