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Administration Coordinator - Fortune Works
Job Description

This job description describes the practical purpose and main elements of the job.  It is a 
guide to the nature and main duties of the job as they exist currently, but is not intended
as a wholly comprehensive or permanent schedule.
                                                                                                                                     
	
1. JOB DETAILS

Job Title: Administration Coordinator          Department:  Fortune Works, Glasgow  
                                                                                                                               
Reports to: Head of Social Enterprise/Operational Managers		    


	
2. OVERALL PURPOSE OF THE JOB

The Administration Coordinator will coordinate the administration function of the service, undertaking administrative and clerical tasks, and will contribute to the general aims and objectives of the unit.  The person will also work with the support staff team in providing a high quality of care and support for service users.  This will also include working alongside service users in an administrative capacity.


	
3. ACCOUNTABILITIES

To coordinate general administrative and clerical support for the service.

To provide support to the Centre on all computing based tasks, and liaise with IT advisers.

To coordinate and develop any new systems for filing and recording/ record storage. 

To provide support that is responsive and sensitive to service users working with the administrator in the office.

To produce documents and meeting notes in an accessible format e.g. pictorial.

To undertake general cashier duties and to maintain basic financial records, petty cash, invoicing etc. 

To be the main point of liaison with external finance and administration staff.

To represent the service and the organisation in dealing with the general public.

To be responsible to the Head of Social Enterprise/Operational Managers on a day-to-day basis.

To adhere to all operational policies and procedures of ENABLE Glasgow and Fortune Works. 

To raise any issues with the Head of Social Enterprise/Operational Managers which require specialist, financial or additional support or for which additional advice is necessary.

To meet daily as a part of a team to discuss ongoing work, organise activities and to inform other workers at these meetings of any issues which might arise/any useful information.

To participate in any relevant training identified by the Head of Social Enterprise/Operational Managers or as required by regulatory framework. 
To undertake other similar and appropriate duties as required.


	
4. ADDITIONAL COMMENT 

The role is subject to regular disclosure checks under the Protection of Vulnerable (PVG) Scheme
Note:
Every job description in the Organisation will be subject to a review either:
•	on an annual basis at the time of the annual appraisal meeting, or
•	as a result of a change in strategic direction, or
•	as a result of a team/ operational requirements, or
•	as a result of agreed performance appraisal needs and objectives, or
•	within six months of appointment



Person Specification

5. QUALIFICATIONS
	Essential

	The European Computer Driving Licence or equivalent administrative qualification



6.  EXPERIENCE/KNOWLEDGE
	


	1. Good organisational  and administrative skills.

	2. Experience of working in an administrative post


	[bookmark: _GoBack]3. Competency in all Microsoft Office computer packages including 365 online application

	4. Ability to work effectively on own initiative and as part of a team

	5. Excellent interpersonal skills/experience of providing effective administrative support to an energetic and dynamic staff team.

	6. A flexible approach to tasks including the application of good numeracy skills.

	7. Excellent oral and written communication skills.

	8. A positive and responsive approach that promotes the dignity, respect and individuality of service users.

	9. A thorough understanding of and commitment to confidentiality.

	10. Experience in developing information into an easy read/accessible format

	11. Experience of basic financial tasks.
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