Health and Social Care Alliance Scotland (the ALLIANCE)
Job title:
Administrator

Employer:
The Health and Social Care Alliance Scotland

Reporting to:
Administrative Officer

Key Accountabilities:
Administrative Officer, Director of Corporate Services and Chief Executive

Direct Reports:
None

The role will sit within and support the strategic aims and outcomes of the ALLIANCE.  This includes an emphasis on the voice of lived experience, person-centredness and human rights.  

You will support the team by providing comprehensive support services.  These will include organising and co-ordinating administration duties, financial record-keeping; managing the meeting rooms and hot desks, supporting membership, maintaining the CRM database, as well as providing excellent customer service.

Ultimately, it is your responsibility to ensure the smooth running of the office and help to improve company procedures and day-to-day operation.

Purpose of the role

· Effective management of meeting rooms and hot desks

· Provide accurate and up to date financial record keeping

· Provide effective and comprehensive administrative support to the ALLIANCE
· Support membership
· Provide support and cover to co-workers and the wider ALLIANCE team

· Actively support group goals

Tasks and responsibilities
Reception

· Ensure visitors to the building are greeted at reception, and signed in and out

· Responsible for answering all incoming telephone calls made to the switchboard number
· Provide wifi password to guests where appropriate

· Provide hospitality
Meeting Rooms and hot desks
· Provide effective management of meeting rooms and hot desks, ensuring customers’ expectations are met or exceeded

· Manage the set-up rooms for meetings, including rearranging furniture, making tea and coffee, setting up IT equipment, replenishing at breaks and ensuring rooms cleaned and re-set 
· Update room booking stats

· Update testimonials
· Content management of website

· Throughout the day regularly check roombookings@

· Ensure hub computers are in good working order

· Ensure no confidential information left in hub area
· Any other ad hoc duty as required
Membership
· Day-to-day administration of the membership database
· Issue information to members including membership packs
· Process new membership applications
· Update details on the database 
· Update membership details on website 
· Liaise with the Network Development Officer regarding membership
· Work with Network Development Officer to produce newsletters for members
· Help promote events etc. via social media

· Undertake research and scoping exercises

· Assist in recruiting new members

· Throughout day regularly check membership@ mailbox

· Any other ad hoc duty as required

Events (including AGM, Self Management Week and Membership and others where necessary)

· Arrange venues ensuring accessibility

· Ensure purchase orders are raised for all events expenditure

· Organise catering, equipment, speakers and signers

· Manage delegate lists and communications

· Provide effective support at events including hosting stands

· Ensure memberships and pledges etc. resulting from events are processed 

· Organise materials for events
· Organise couriers 
· Any other event related activity
Human Resources

· Arrange interviews

· Meet and greet candidates

· Assist with correspondence with candidates

· Print applications

· Post job adverts on website

· Maintain absence records and associated paperwork

· Maintain annual leave records 

· Ensure SAGE HR is up to date and all performance reviews, new starts and leavers etc. are recorded

· Ensure HR files are up to date and kept confidential

· Organise and deliver staff induction

· Ensure team annual leave and public holidays are included in team calendars

· Manage red spotted hanky

· Ensure POs are raised for counselling, recruitment etc.

· Manage processes for leavers and new starts

· Comply with HR policies and procedures at all times

· Any other ad hoc HR task as requested
Data protection and records management
In line with national legislation, and organisational policy, you will ensure that all data is processed in a fair, lawful and transparent way, for the specific registered purpose and will not allow data to be disclosed in any way incompatible with such purpose or to any unauthorised persons or organisations.
· Develop and maintain physical and electronic filing systems

· Regularly review information held in line with data protection and ALLIANCE retention policies

· Manage contacts and ensure these are up to date and accurate

· Ensure confidential disposal of records as and when required
· Undertake DPIAs where necessary

· Read and understand the data protection suite of policies and adhere to these at all times
Others
· Any other tasks as requested by your line manager, Director of Corporate Services or the senior management team

· Provide cover for the admin team during busy periods or periods of absence

Person specification
Essential
· Previous experience in administration

· Educated to higher level or equivalent

· Self starter

· High level of accuracy and attention to detail
· Ability to work to clear deadlines

· Ability to organise/prioritise workload

· Excellent communication skills

· Ability to maintain confidentiality
· Work effectively without constant supervision
· Ability to work as part of an effective team
· Ability to manage multiple conflicting priorities without loss of competency

· Highly motivated, energetic and willing to learn

· Demonstrate independent judgement and initiative

· Ability to work in a fast pace environment

· Good understanding of data protection and privacy

· Numerate

· IT skills in word processing, spreadsheets, powerpoint, databases, financial packages and MS Office suite

· “Can do” attitude and flexible approach

Desirable
· Experience of Sage Line 50 accounts

· Experience of working in the voluntary sector
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