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Position:




Administrator
Term:





Fixed term, 12 months
Location:




Edinburgh, Spectrum House
Responsible to:



Executive Assistant
Line manager responsibility:

None 
Budget responsibility:


No
Date:





May 2017
Main Purpose of Job:

To provide an efficient administrative function to the Development and Information sections, including:

· meeting and event organisation and management

· preparation of papers, minute taking at meetings and post-meeting administration 

· supporting the collation of statistics 

· developing and maintaining databases and web pages

· monitoring and maintaining team budgets  

· administrative work 

Key Responsibilities:

· To provide efficient administrative support, including managing correspondence and ensuring regular administrative tasks are completed timeously, to ensure maximum operational efficiency.

· To support and organise internal and external events, including team meetings, committee meetings and prepare agendas and papers and minute meetings as appropriate. 

· To support the collation of statistics from Citizens Advice Bureaux to allow the Development Team to produce relevant reports.

· To manipulate data and produce relevant reports.
· To maintain webpages on the CAS website.

· To develop, monitor and maintain team budgets; process invoices and other relevant documents and reconcile team expenditure.

· To organise and book travel and accommodation for team members.

· To carry out any other duties as may reasonably be requested by the Executive Assistant.

The above job description is not exhaustive and is clarified to include broad duties inherent in the post. Evaluation and development of this post may, in time, indicate a need to revise duties herein. 
Person Specification:
	Knowledge, Skills and Experience

	Essential:

· Office administration skills, including dealing with correspondence, calls and emails; arranging and minuting meetings and internal events; and maintaining databases.

· Excellent written communication skills, including appropriate usage of different formats and styles.

· Experience of working with Content Management Systems to update web pages.

· High levels of accuracy and attention to detail.

· Experience in the administration of budgets and the recording of expenditure.

· Ability to work on own initiative with minimum supervision, including planning and prioritising workload.

· Ability to work as part of a team, with strong interpersonal skills and the ability to relate successfully to a wide range of colleagues, stakeholders and external contacts.

· Positive and enthusiastic approach and a willingness to contribute ideas for improvement.

· Proficient in Microsoft Office programs, in particular Excel and Word, Sharepoint, and database programmes.

· Willingness to travel to meetings throughout Scotland with occasional overnight stays if necessary.
· Prioritise and co-ordinate tasks to facilitate the workload of the teams.

· Ensure the team budgets and any relevant project budgets remain within allocated costs and raise issues with relevant budget holder timeously as appropriate.
· Arrange budgetary spend, with all costs signed off by the relevant budget holder.

· Maintain and update databases. 

· Bring forward operational ideas and suggestions for the teams and section.

Desirable:
· Valid driving licence

· Understanding of the Scottish CAB service aims.
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