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Job Description


POST:



Office Administrator 
RESPONSIBLE TO:
Chief Executive Officer
CONTRACT:
26 hours per week (over a minimum of 4 days per week)
LOCATION:
Wester Hailes Healthy Living Centre (please note this is an office-based role)
1 PURPOSE OF JOB
1 To provide dedicated and confidential support to the Chief Executive Officer (CEO) and Senior Management Team (SMT), as well as the Board of Directors, Sub-Groups, and generalist administration support 

2 To develop and maintain administration and record keeping systems, designed to ensure the smooth running of the organisation
3 To act as the first point of contact for enquiries to the Agency by undertaking reception duties as required
2 MAIN RESPONSIBILITIES
Board of Directors, Companies House & OSCR
1 Assist with administration for the Board of Directors and any subgroups to ensure they have the necessary information and facilities to carry out their function

2 Prepare agendas and presentation materials for meetings 
3 Ensure that minutes and actions are recorded accurately for meetings and that actions are tracked, managed, and completed
4 Lead on planning and delivery of AGMs/EGMs and maintain a record of company membership and Directors in accordance with the organisation’s Articles of Association 
5 Increase membership and hold member meetings
6 Submit (OSCR) annual returns and Companies House updates and annual returns with support from the Finance Officer (FO)
HR Support
7 Maintain oversight of policy review schedule, ensuring they are scheduled for review and amended by SMT and the Policy subgroup in accordance with The Health Agency's review cycle

8 Ensure compliance with HR regulation, legislation, and good practice
9 Maintain staff records including annual leave, sick leave and PVG scheme membership 
10 Arrange training for staff, maintaining training records and schedules

11 Assist in recruitment process for new staff and act as note taker for HR related activities where appropriate
12 Attend staff team meetings as minute taker and distribute notes and actions of meeting

13 Act as Health & Safety Officer for organisation

Volunteer Management & Development 
1 Organise and provide cover for front desk when the Receptionist is unavailable
2 Management of volunteers, including creation and maintenance of job descriptions, volunteer hours log, coordination of recruitment campaigns etc. and support and supervision of reception/ admin volunteers in line with GDPR

3 Ensure volunteer training needs are reviewed and kept up to date in relation to legal requirements including health & safety, PVG, GDPR

4 Develop and deliver an ongoing volunteer training package including induction programme.

5 Promote inclusive practice, ensuring diversity and equal opportunities
Finance

1 Ensure petty cash is managed and receipts are accounted for weekly 
2 Ensure accurate expenses and sessional invoices are given to FO monthly 
3 Manage budgets for Complementary Therapy services, Carers Group & Women’s group
4 Renewal of annual insurances and other contracts (as required) on behalf of the organisation and CEO, and any handling of any claims or issues
3 OTHER DUTIES
1 Collation and recording of weekly registers/attendance statistics, client feedback, including reporting statistics and monitoring and evaluation data to SMT

2 Regular input into reporting software (Outnav) and recording of data onto Salesforce

3 Organisation of maintenance of The Health Agency premises within Wester Hailes Healthy Living Centre building by liaising with the Facilities Management Team

4 Creation and scheduling of social media content and basic web content management 
5 Any other reasonable duties as deemed necessary

4 ADDITIONAL NOTES
The duties of the post may occasionally require some evening or weekend working. The post is subject to a 4-month probationary period. 
PVG Scheme Membership, a Right to Work in the UK check and proof of qualifications declared on the application form are required.
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