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SERVICES FOR INDEPENDENT LIVING
JOB DESCRIPTION
Job Title:

Administration Assistant
Reports to:

ILH Management 
Location:

SIL offices 
Hours:


30 to 37.5 hrs per week (negotiable)
Salary:

£9.90 to £10.96 per hour depending on experience
Services for Independent Living is a Not for Profit Organisation controlled by disabled people. Our aim is to provide a comprehensive range of services that support people to live independently within their own home and community.


Position in Organisation
This is an important role within SIL, reporting directly to ILH management. The role requires a high degree of flexibility, initiative and the ability to work unsupervised on a day to day basis.

The post holder must show clear commitment to the SIL guiding principles:
Partnership; Respect; Innovation; Diversity; Equality; Strength based
Principal Accountabilities
The Administration Assistant will provide support across the organisation through a wide range of administrative and office support activities to facilitate the efficient operation of the organisation. 
Planning
· Actively plan own workload, including forward planning, to fulfil duties within working hours
· Assist Team Leaders to ensure team meetings, supervisions and appraisals are booked onto rotas

· Taking on call responsibility on a rota basis (at least twice a week) during office hours and then responsibility for backfilling any immediate absences shifts

Learning & Development

· To attend and participate in regular supervisions, meetings and training courses
· Identify personal learning and development needs and commit to continuing professional development through positively contributing to and implementing a Personal Development Plan.
MANAGING RESOURCES
· Updating and maintaining all ILH databases 
· Analyse databases to inform management of hours and working time regulations

· Preparing data from End of Month reports to inform Board report
· Taking phone calls and liaising with team members and service users as necessary

· Photocopying, collating, filing and distributing information

· Preparing data for payroll
· Weekly and monthly invoicing
· Updating information as directed by managers including spreadsheets 
· Preparing for and taking minutes at Team Meetings and planning events
· To assist in the management and basic maintenance of ILH Phones and IT equipment

· To assist with induction of new employees, including team leaders
· Supporting Team Leaders with administration duties for on-call

Communication and Promotion
· To promote a positive image of the organisation, both through the actual work carried out and the representation of the organisation outside work.
· Communicate verbally and in writing to answer enquiries and provide information (including dealing with initial telephone calls)
· Handle incoming and outgoing mail and other material, log and distribute as necessary
· To complete, file and communicate relevant and accurate records
Working with others
· Greet and assist visitors when working in the office
· Liaising with SIL staff
· Work as part of SIL to provide an efficient and effective service for disabled and older people and family carers
These duties may vary from time to time without alteration to the general character of the post or level of responsibility entailed.  It is expected therefore that the post holder will undertake any other duties commensurate with the grading of the post and allocated by the Registered Manager.
Person Specification

Job Title:
Administration Assistant
	Criteria
	Essential
	Evidence
	Desirable
	Evidence

	Aptitudes and
Skills


	Efficient use of time and ability to forward plan
Ability to communicate effectively verbally and in writing

Self motivated, able to use own initiative, problem solve and work collaboratively

Ability to pay attention to detail

Confident approach and able to remain calm under pressure

Excellent Customer Service skills including being able to manage potential conflict situations
	Interview

Application form/Interview

Application form/Interview

Application form/Interview

Application form/Interview

Application form/Interview
	
	

	Experience


	General administration and practice

of managing own work load and time effectively
	Application form/ Interview


	Knowledge of Health and Social Care systems

	Application form/ interview

	Education and
Knowledge


	GCSE English & Maths, Grade A-C or equivalent
Intermediate working knowledge of Microsoft Word, Excel, Outlook and file management
	Certificates

Interview/test
	Knowledge of Health & Safety practice/ requirements

Knowledge / use of  databases and website software
	Application Form/ interview
Interview



	Other
	Understanding of the importance of being held to account for own performance and behaviour

Understanding and maintenance of confidentiality and GDPR requirements

The post requires a flexible approach


	Application form/ Interview

Application form/ Interview

Application form/ Interview


	
	


	Competence
	Generic Behaviour Indicator
	Evidenced by

	Service User Focus 
	· Understanding of Role Requirements

· Providing Person Centred Support

· Able to work in Partnership
	AF/I

	Team work
	· Able to build strong working relationships with colleagues

· Able to build strong working relationship with line manager


	AF/I

	Managing Self 
	· Ability to communicate effectively

· Able to take responsibility for own learning and development needs

· Personal effectiveness

· Has Self-Awareness

 
	AF/I


	Key:    AF = Application Form    T= Testing      I=Interview      C=Certificates      R=References     
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