Home-Start is committed to safer recruitment practice as an important part of safeguarding and protecting children and vulnerable adults

[bookmark: jdsecadmin]Job Description – Administration Assistant (Inverclyde)
 
Job Title: Administration Assistant
 
Employer: Home-Start Renfrewshire and Inverclyde

Place of work: Home-Start Office at Clarence House, 7 Hood Street, Greenock
 
Hours of work:  20 hours/week pro rata £19,731.81
 
Responsible to: The Senior Coordinator (Inverclyde)
 
Purpose of Role
To provide operational administrative support for Home-Start’s Inverclyde service

Scope of the Role
This Administrative Assistant role is vital in supporting our team of Family Support Coordinators, Wellbeing and Support Workers and our Group Workers lead by a Senior Coordinator based in our growing Inverclyde service. You will be the first point of contact for visitors to the office including families, volunteers and external funders, stakeholders, and supporters. The postholder requires an excellent level of organisation and the ability to work fluidly with the ability to communicate effectively in person, on the phone and in writing. This is a varied role where no two days are the same. 

Main Responsibilities:

· Provide full administrative support to a small, dynamic, and fast paced organisation
· Ensuring all referrals are recorded efficiently and accurately on our CRM
· Record and manage petty cash system in line with our financial procedures
· Deal with all enquires to the services (phone calls/emails/visitors to the office)
· Assist and support the Senior Co-ordinator with any additional administrative tasks as directed
· Maintain and update filing systems
· Contribute to social media administration and input for the team/service
· Coordinating all purchase requirements for groups and training events.
 

Skills and experience:
· Working knowledge of Microsoft Office particularly Word and Excel
· Administrative experience within an office/services environment
· High attention to detail
· Experience of working with confidential information
· The ability to work independently and confidently

Requirements:
· This role is subject to PVG check
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