Addictions Support & Counselling (ASC) – Forth Valley

Job Description
Administrator

Aim of post

To ensure that there is effective and efficient administrative and office support services throughout the organisation including reception, record keeping and data base inputting, petty cash, office procurement and committee services.  

To contribute towards the work of volunteer receptionists and temporary office work placements in ASC’s offices to ensure that there is compliance with the organisation’s policies, procedures and standards.
The post holder is expected to adhere to high standards of confidentiality at all times as he or she will be handling sensitive information about personnel and service users including details about health, personal circumstances and involvement with social work and criminal justice services.  
Working hours

The normal pattern of working hours is usually 09:00 to 17:00 Monday to Wednesday inclusive but this will vary accordingly to the needs of the service. 
There is also a requirement to provide secretarial support every three months for an evening meeting of ASC’s Board of Directors. Such meetings usually last between 18:30 to 20:30.
Overtime is not paid for any evening work but time off in lieu may be taken. 
Grade

The post is on ASC’s spinal column points 15 to 18 inclusive that is currently £17,586 to £18,813 pro rata.
Location
The post is based at ASC’s offices within Forth Valley.

Reporting

The post is line managed by the Service Manager and the post holder is also responsible for day to day direction from the Chief Executive.
Main Duties

The main duties of the post include the following;

1. Providing reception duties by answering telephone calls, passing on messages and taking referrals in a professional and appropriate manner.

2. Receiving and greeting visitors and service users in a welcoming manner and provide them with refreshments.
3. Ensuring that the reception area is kept tidy.
4. Maintaining and contributing towards the development of manual and electronic records and data base systems through recording, collating and inputting data and the testing of changes to systems and contributing towards the training of staff where required.
5. Processing and inputting data on national and local databases on behalf of staff, volunteers and students and to contribute toward the coaching and training of staff on inputting data.
6. Being proactive and adaptive towards the implementation of new national, local and internal policies, regulations and developments.  
7. Ensuring the smooth processing of service users’ files by maintaining and contributing towards appropriate filing systems and office communications. 
8. Submitting data returns on a monthly and regular basis to the organisation’s regulators.  

9. Assisting management staff in carrying out their duties in maintaining administrative, financial, human resources and record keeping systems across the organisation.
10. Providing electronic diary management to allocate assessments and case work appointments to ensure that there is no breach of the HEAT waiting times target.

11. Providing administrative and secretarial support to the Service Manager and Chief Executive in developing new systems required through new regulations and changing requirements that affect the organisation. 
12. Contributing towards the upkeep of financial records by recording petty cash expenditure and reconciling petty cash on a regular basis.

13. Processing of mail and when necessary going to the post office to make or collect recorded or registered deliveries.

14. Ordering stationery, office supplies and provisions on a regular and periodic basis and maintaining stock control. 

15. Developing and maintaining registers for the organisation’s assets including office equipment, furnishings and IT equipment. 

16. Facilitating and supporting meetings through assembling, photocopying and distributing papers, getting meeting rooms ready and taking minutes.

17. Providing secretarial and administrative support to evening Board meetings as and when required and for the Annual General Meeting (AGM) and any other seminars or training events.

18. Maintaining and replenishing various assessment and recording forms and ensuring that at all times there is an adequate stock of health promotion and educational booklets, leaflets and information within the office.

19. Allocating tasks and contributing towards the induction, development and work of volunteer receptionists and admin trainees on placement and towards new staff and students on placement. 

20. To carry out other duties and tasks that ASC might reasonably require.
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