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YOUNG GLOUCESTERSHIRE 
VARIOUS PROJECTS 
JOB DESCRIPTION

	Job Title:
	Office Administrator

	
	

	Salary:
	£16,000 pro rata

	
	

	Responsible to:
	Assistant to the head

	
	

	Work Base:
	Tuffley, Gloucester

	
	

	Working Hours:
	30 hours per week

Term time only initial contract till July 2012 subject to funding.

	
	

	Holidays:
	25 days pro rata per annum plus statutory Bank holidays

	
	

	Pension:
	The option to take out a Stakeholder Pension Scheme is available to all staff – details will be provided

	
	

	Date written:
	October 11

	
	


Main Purpose of the Job

To provide administrative support provided to the Youth Achievement Foundation or core projects of Young Gloucestershire.
Main Tasks

To support the various projects in ensuring that all aspects of the work are completed efficiently, but with specific responsibilities for the following areas:

1. To maintain easily accessible filing and retrieval systems and records for your assigned project.

2. To provide administrative support to the Manager and members of the project.
3. To maintain up-to-date information on all young people
4. To provide typing support to the Manager and members of the Project Team.

5. Any reasonable office duties that may be requested from time to time by the Manager.

General

1. To ensure that the telephone is answered courteously and promptly and that messages are written down and passed to the appropriate person.

2. To receive visitors to the building and ensure they are given a warm welcome.

3. To assist in the compilation of the Annual Report, quarterly reports, newsletter and other reports as required in relation to your assigned project.
4. Ability and willingness to drive a people carrier.

5. Coordinating lunches.
Developments

Young Gloucestershire is involved in a range of developments and initiatives.  The Administrator will be expected to provide support as and when required.

PERSON DESCRIPTION

Essential Attributes

Good knowledge of Microsoft Office

Ability to use and implement data bases

Knowledge of secretarial/administrative work.

Good communication skills.

Able to meet deadlines

Ability to work with minimum supervision.

Ability to relate to people of all ages and backgrounds in a non-judgmental manner.

Enthusiasm and flexibility.

Good telephone manner.

Friendly and approachable, but able to act with discretion.

Able to work in an environment where young people with challenging behaviour are.

Desirable Attributes

Some knowledge of DTP and layout or willingness to learn.

Experience or knowledge of Sage 50

RSA Stage II with minimum of 40 wpm typing ability.

Young Gloucestershire is exempt from The Rehabilitation of Offenders Act 1974 and successful applicants will be required to undergo a CRB check before appointed.  Any undisclosed convictions on the CRB check will lead to a disciplinary and possible dismissal

