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JOB DESCRIPTION

	
	

	Title of Post
	Administration Assistant (14 hours per week) 

	Responsible to
	Director

	Responsible for
	No line management responsibilities

	Main purpose of Post
	To provide clerical and financial administrative support to the UNA Exchange office/organisation 

	Date produced
	March 2017

	
	

	

	Key Tasks & Responsibilities

	

	1 To carry out administrative tasks within the office

	i. Deal with and process incoming and outgoing post each day

ii. Respond to enquiries by phone, email and post (produce written information when required)

iii. Welcome visitors to the office and deal with their requests

iv. Support and guide the work of the Voluntary Administrative Assistant (half a day a week)

v. Develop/manage contacts lists & mailing lists; distribute information on a regular basis
vi. Update information on the website when required

	2 To carry out financial administration

	i. Produce invoices, and receipt/bank all incoming funds 

ii. Administer the petty cash system (payments, recording, filing, etc.)
iii. Process expenses via online banking and cheque payments
iv. Maintain all spreadsheets on a routine basis

v. Reconcile the monthly visa card spending records
vi. Reconcile the bank statements on a monthly basis

vii. Support the production of financial reports on a quarterly basis

viii. Support the production of the annual accounts  

	3 To maintain the offices, equipment and resources of UNA Exchange

	i. Take care of the office, meeting and storage spaces in the Temple of Peace

ii. Support other staff to take responsibility for the office spaces

iii. Organise, monitor and re-stock supplies of materials and resources, including stationery and printed materials

	4 To provide IT support to the office

	i. Implement office procedures which ensure efficient use of IT

ii. Provide a central point for resolving IT problems (in conjunction with IT support company)

	5 To provide general and logistical support to other staff when required

	i. Photocopying, mailshots, publicity, etc.

ii. Assist with the preparation of training events (shopping, gathering resources, registration of participants, clearing up after events, etc.)

iii. Assist with the administration of programme areas when required (specific assistance with processing visas, award certificates and with website editing)

	

	

	Generic Tasks & Responsibilities of all Staff

	

	6 To contribute to the strategic goals, workplans and reports of the organisation

	7 To share responsibilities which ensure the efficient and effective running of the office/ organisation

	i. Create a positive and welcoming environment for volunteers, visitors and other staff

ii. Create and maintain positive working relationships with colleagues, play an active role in the staff team and contribute to creating a strong team culture

	8 
To undertake other tasks commensurate with the post as instructed/requested by the Director and/or Executive Committee 



PERSON SPECIFICATION

	
	

	Title of Post
	Administration Assistant 

	Date produced
	March 2017

	
	


	
	Essential criteria
	Desirable criteria

	
	
	

	Educational/ professional qualifications
	· A good general education, including English and Maths to GCSE level (grade C or above)
	· IT qualifications (eg. ECDL)

· NVQ Administration qualification to level 2 

	Previous work experience
	· Experience of working or volunteering in an administrative role

· Experience of using spreadsheets, ideally for financial/bookkeeping tasks
· Experience of using initiative and taking responsibility
	· Experience in the volunteering, youth and/or community work field

	Skills and abilities
	· Excellent organisational skills, time management and self-motivation and the ability to work on a wide range of tasks with various deadlines

· Excellent written and verbal communication skills

· Accuracy and attention to detail

· Ability to interact positively, proactively and sensitively with a wide range of people, especially those from different cultural backgrounds

· Computer literate
	· Ability to work through the medium of Welsh
· In possession of a full, clean UK or European driving licence and comfortable with regular driving

	Personal attributes and disposition
	· Able to establish effective working relationships with staff, volunteers and other stakeholders

· Flexible and adaptable to change

· Honest and trustworthy

· Independent and confident

· Ability to work as part of a team

· Awareness and appreciation of cultural diversity
	· Imaginative/creative approach to opportunities and problems

	Other
	· The right to work in the United Kingdom

· Awareness and appreciation of Wales (culture, language, identity, etc.)
· Awareness of and interest in volunteering
	· Personal experience of volunteering
· Varied travel experiences


