AIRDRIE CITIZENS ADVICE BUREAU

 ADMINISTRATOR:
JOB REMIT

Employer:

Board of Directors, Airdrie Citizens Advice Bureau

Location:

Airdrie

Job Title:

Administrator 
Responsible To:
 Pension Wise Guider
Main Purpose:
To provide administration support to the Pension Wise Guilder 
Responsibilities
· To provide a robust triage, referral and appointment  system for client’s accessing the Pension Wise Service

· Provide  diary management for the Pension Wise Guider 
· Maintain client case records for the monitoring and reporting requirements

· To ensure systems are in place for efficient working practices
· Carry out routine day to day administration tasks, photocopying, filing , faxing etc
· Maintain and develop systems and procedures

· Keep all records confidential, safe and accessible for future retrieval

· Extract information for reporting purposes

Person specification

· Ability to commit to and work within the aims, principles and policies of the Citizens Advice service 

· Ability to monitor and maintain own standards 

· Ability to plan and organise own work to meet deadlines under pressure 

· Ability to work on own initiative and as part of a team 

· Good verbal communication skills, including the ability to deal appropriately with a range of people both face-to-face and by telephone 

· Ability to use IT packages, including word processing / spreadsheet / database packages, and the ability to use email and to maintain an electronic diary 

