WEST DUNBARTONSHIRE CITIZENS ADVICE BUREAU

JOB DESCRIPTION - ADMINISTRATOR
The post-holder will be responsible to the Chief Executive Officer (CEO)
KEY ROLES AND RESPONSIBILITIES

1. ADMINISTRATIVE AND IT SUPPORT

a)
Administrative support service to CEO and Board

b)
Provide audio-typing service for CEO
c)
Maintenance of various Bureau databases

d)
Take minutes as and when required.
e)
Perform routine office tasks as required by the CEO
2. TRAINING 

f)
In conjunction with CEO and Tutors, prepare Basic Training Programme schedule and make necessary arrangements

g)
Ensure trainees are fully informed of the schedule and any changes in the programme

h)
In conjunction with CEO and Tutors prepare advanced and refresher training programmes

i)
Ensure staff and volunteers are kept fully informed of any changes in training programmes

j)
In conjunction with Tutors, update, amend and develop training modules and ensure resource materials are updated

k)
Maintain training records for each individual within the Bureau

3. COACHING
l)
Create files for all new trainees

m)
Ensure Coaches record assessments and maintain files

n)
Prepare files for interim and final assessments

o)
Prepare files for purpose of interview by Board

4. MISCELLANEOUS

p)
To assist the CEO with research work, including regular client profile exercises and service user satisfaction surveys
q)
To assist in the general work of the Bureau as required.

r)
To participate in the CAB basic training and other training as required.
s)
To carry out further tasks as may from time to time be reasonably requested by the CEO.
The hours for this post are 21 per week (working pattern may be negotiated). The 
postholder will be required to work some evenings for which no additional payment 
will be made but equal time off in lieu will be granted
WEST DUNBARTONSHIRE CITIZENS ADVICE BUREAU

PERSON SPECIFICATION – ADMINISTRATOR POST

	TRAINEE
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS
	· Good standard of general education.


	

	SKILLS AND ATTRIBUTES
	· Substantial experience of relevant software including word processing,  spreadsheets and databases

· Able to communicate ideas in writing and orally.

· Attention to accuracy.

· Ability to write routine letters.


	· Ability to use own initiative.

· Ability to recognise a need to review office systems and develop new ones.



	VALUES AND ATTITUDES
	· Commitment to team working.

· Commitment to equal opportunities policies.


	· Commitment to volunteer development and personal development

	KNOWLEDGE
	
	· Of the voluntary sector
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