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EAST AYRSHIRE CITIZENS ADVICE BUREAU 

Job Description: Administrator
Employer:                      
East Ayrshire Citizens Advice Bureau

Job Title:                       
Administrator
Salary:


£24,000 per annum 





Plus 5% employer contribution to auto-enrolment pension
Duration:


35 hours per week 




Monday – Thursday 9.00am – 5.00pm





Friday 9.00am – 4.00pm
Location:
 Kilmarnock Bureau   

Responsible to:            
Corporate Service Manager
Summary of Job Remit

This is a new role which offers an exciting and varied development opportunity for the right applicant.  You will work as part of a dedicated team providing support to the Corporate Services functions of the Bureau.  Working closely with the Corporate Services Manager to ensure that we maintain high standards.  The Administration Officer will ensure that tasks are completed on time and that detailed work is accurate.  The post holder will also assist with other resource management and administration activities.

This is an evolving role therefore responsibilities are expected to change as it develops. 
Main Responsibilities

· Prepare invoices for payment
· Record petty cash transactions and reconcile
· Assist with preparation of financial reports for the Board
· Assist with the preparation of monthly payroll
· Assisting with recruitment administrative tasks including job advertising
· Maintaining training records
· Assisting with the administrative tasks involved with new staff
· Managing and recording staff absences and holidays

· Maintain and update asset inventory and manage issues of mobile equipment
· Monitor and check utility usage
· Monitor and reconcile mail franking
· Monitor stationery stock and place orders
· Maintain text-in system and produce weekly reports for managers
· Production of weekly/monthly operational performance reports
· Monitoring of policies and procedures
· Liaise with IT Support regarding any changes and issues accessing our systems
· Deal with staff IT queries, contacting IT support if necessary
· Assist with organisation of and preparation for Board meetings and AGM
· Organisation and minute-taking for internal meetings
· Any other duties relevant to the administration of the Corporate Services function

General Responsibilities

· To be considerate of and respectful to colleagues and client’s needs and limitations and act in a supportive manner as outlined the CAB aims and principles.

· Ensure that professional attitudes and behaviours are demonstrated at all times with all EACAB stakeholders

· To work co-operatively with other agencies and community groups within East Ayrshire (and wider where necessity dictates) to improve the provision, standard and accessibility of advice. 

· To consider the impact of actions on the rest of the business

· To abide by the health and safety guidelines of the bureau and share responsibility for own safety and that of others

· Keep updated with, work within and contribute to the ongoing enhancement of bureau systems, policies and procedures

· To contribute to the identification of own training and development needs

· To attend and actively participate in staff/team meetings as required

· To check, read and where necessary respond to email on a daily basis ensuring that all deadlines are met

· Whilst your main office base is Kilmarnock office, there may be infrequent occasions when you are asked to work in other locations.

· To undertake any other duties and responsibilities which may reasonably be determined by the Manager 
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