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         Administrative Assistant
Job Description and Person Specification
Location/Base
These posts will be based at Ore Valley Business Centre, Lochgelly.
Pay Scale

£16,926 pro rata, per annum

Hours of Work

Part time, 21 hours per week. This post requires flexible working hours which may include some evening and weekend work.

Travel Allowance

Travel expenses will be paid in accordance with current mileage allowances or at cost if public transport is used.

Annual Leave

Annual Leave entitlement is 35 days per year inclusive of Public Holidays.
Disclosure

A full disclosure check through the PVG scheme is mandatory.

Job Description
The post holder will be responsible for assisting in the delivery of administrative support services, to ensure the organisation functions efficiently and effectively.    
Reporting directly to Fife Young Carers’ Administrator, who will provide support and supervision on a regular basis. 
Key Responsibilities
· Answering and responding to telephone calls and visitors

· Dealing with incoming and outgoing mail and ensuring mail is kept organised and recorded

· Providing administrative support to the Administrator, Manager and staff

· Creating and maintaining information on the organisation’s database, ensuring records are accurate and up-to- date and adding new information as required

· Assisting the organisation to co-ordinate events

· Assisting in the development and maintenance of the organisation’s website

· Ordering of office stationery and supplies as required and ensuring office consumables and equipment is maintained

· Minute taking

· Any other appropriate duties as required.
Person Specification
Knowledge, Ability and Skills:
Essential
· Excellent communications skills – verbal and written.
· Strong IT skills, proficient in the use of Windows and Microsoft Office Suite (outlook, word, excel), online systems and databases.
· Professional and confident telephone manner.
· Excellent organisational skills, attention to detail and the ability to work to tight deadlines/multiple tasks.
· Ability to use own initiative, plan and prioritise workload.
· Problem solving skills.
· Commitment to delivering a high standard of customer service.
· Respects confidentiality of personal matters pertaining to service users, volunteers and colleagues.

· Ability to work as part of a team. 
Desirable 

· Knowledge of the voluntary sector.
· An understanding of the needs and difficulties faced by young carers.
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