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JOB DESCRIPTION - ADMINISTRATION OFFICER (GLASGOW) Full-time
Location:
Glasgow Office, 19 Woodside Place G3 7QL
Hours:

35 hours per week (Monday – Friday 9am-5pm)
Salary:

£23,169 p.a. 
Pension:
Automatic enrolment in People’s Pension (opt-out available)
	GENERAL

	Role
	Administration Officer (Glasgow) Full time

	Purpose
	To support the Head of Professional Services in the provision of effective and efficient administrative services for Family Mediation West of Scotland.

	Reporting to
	Head of Professional Services

	Liaising with
	Kilmarnock Administration Officer; clients; all staff, sessional workers, and volunteers; Count Accountants (FM West’s finance providers); external bodies (e.g. solicitors)


	CORE DUTIES

	Areas of responsibility
	The main area areas are to:

Work with the Head of Professional Services, other managers, and practitioners in providing administrative support for several different areas of operations, including: 

⦁ Maintaining accurate records for our Glasgow Child Contact Centre

⦁ Liaising with Children’s Services and arranging Intake appointments  

⦁ Maintaining Glasgow Family Mediation files efficiently and accurately  

⦁ Arranging Parenting Apart sessions 
⦁ Organising Training initiatives and special events

⦁ Creating and sending out invoices via Xero platform. (Training will be given. Xero is a highly user-friendly platform, that anyone can learn to use without a finance background.)

⦁ Updating database with client details. (Training will be given.)

⦁ Maintaining a record of service usage statistics on our database. (Training will be given.)

⦁ To be first point of contact for our service users, prospective service users, partner organisations and others.

	 Key tasks 
	Key tasks:

⦁ Have day-to-day responsibility for the administration of the practical details of case management for the various children’s and family support services we deliver to our clients:

⦁ Liaising with clients to set up appointments

⦁ Monitoring the administrative progress of cases in consultation with users, managers and practitioners, ensuring that practitioners are producing all relevant case paperwork and that reporting is up to date

⦁ Operating, maintaining and, where appropriate, assisting in the development of suitable administrative and office systems/protocols to improve and support this work, in consultation with the Head of Professional Services) 

⦁ Keeping an up-to-date record of service usage statistics on our database (training will be given) providing monthly reports.

⦁ Have day-to-day responsibility for providing administrative support for other initiatives and events e.g.:

· Focused one-day training events
· CPD events/seminars
· Day conferences

⦁ Have day-to-day responsibility for issuing and tracking invoices using Xero online finance. 

⦁ Assisting with monitoring when invoices are due to be issued

⦁ And then issuing and tracking them on our Xero finance system (training will be given, no specialist finance knowledge required) 

⦁ Provide general administrative support as directed by the Head of Professional Services.

⦁ Gather statistics of service usage numbers and maintaining a record of these on our database. Providing monthly reports on these to the management team.

Please note we are an almost completely paperless organisation




	PERSON SPECIFICATION

	Essential skills, knowledge and experience 
	· Excellent experience of administration and office systems 

· Ability to prioritise and manage workload 
· Ability to work on own initiative and to meet deadlines with minimum supervision, and with strong attention to detail

· Excellent communication and interpersonal skills

· Ability to deal with sensitive and confidential issues using discretion and diplomacy 

· Knowledge of word processing, databases and other administration-related computer-based skills 
· Confidence in devising Excel spreadsheets
· Knowledge of using C drive systems
· Able to work under pressure when office is busy 

	Desirable skills, knowledge and experience
	· Understanding of Charity Sector organisations

· Knowledge of Mediation and related areas of practice

· Experience of invoicing / Xero online accounting app.
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