HELENSBURGH & LOMOND CARERS SCIO
JOB DESCRIPTION
To provide administrative and reception support including handling telephone, mail, and direct contact with carers and visitors to Carers Centre; general administration - assisting with fundraising activities, event organisation, meetings, minute taking, and providing assistance to staff with any other appropriate duties. 
For the purposes of day-to-day line management, the post holder reports to the business administrator who is accountable to the manager and management committee of the charity in respect of all employment related matters. 
Job title – Assistant Office Administrator 
Employer - Helensburgh and Lomond Carers SCIO 
Contract type – Fixed Term 2 year
Place of work - The post holder will be based in Lomond House in Helensburgh
The charity’s mission - “to make a positive difference to the lives of unpaid carers”.
Induction/training - The post holder’s knowledge, skills and experience of the main tasks and activities of the role will shape the induction and training provided by the charity. In the first few weeks, they will work closely with the business administrator and ‘shadow’ other staff, before being introduced to the key components of the post. 

Core Tasks/Job Activities
· provide reception duties at the carers centre, answering the telephone, meeting and greeting carers and visitors and dealing with general enquiries, ensuring they sign in and notifying the appropriate member of staff of their arrival
· assist with arranging appointments for carers for one-to-one meetings, well-being events and groups
· maintain and promote confidentiality of information about people being cared for, carers, staff and volunteers in accordance with the Data Protection Act 
· check the dairy on a daily basis and organise/fulfil any specific meeting requirements/instructions for that day 
· receive and sort through all incoming mail and organise and prepare all outgoing mail 
· provide word processing, other administrative support and other duties deemed necessary by the business administrator  
· ensure the stationery and equipment requirements of the service are monitored and maintained 
· assist in the preparation of and distribution of the centre’s newsletter, activity calendar and any other mail shots 
· introduce relevant materials and resources to support events, e.g. posters, leaflets, registers etc
· rotate the leaflets and promotional materials placed in reception to ensure the most up to date information, event and activities are available in reception 
· assist the business administrator and other staff to implement and maintain the centre database and assist with the production of data for reporting purposes
· provide administrative and general support to the business administrator in ensuring compliance with Health & Safety Regulations. 
· assist with the organisation, management and facilitation of fundraising activities and events. 
· keep abreast of carers issues at local and national level 
· identify own learning/development needs and devise action plans to address 
· any other duties deemed necessary by the business administrator and manager





















PERSON SPECIFICATION
Job Title - Assistant Office Administrator
Education, Training and Qualifications - Essential/Desirable 
· evidence of a good standard of general education and it skills
essential
· knowledge, skills and experience in general office administration with a good telephone manner
essential 
· a general understanding of young and adult carers’ issues
desirable 
· sound interpersonal, good listening and recording skills with attention to detail
essential 
· good oral and written communication skills
essential 
· experience of working as part of a small team where a flexible/adaptable approach is required in order to meet the overall demands in support of team objectives
essential 
· experience of organising and administering own workload, with an ability to prioritise and meet deadlines
essential
· experience or knowledge of working with or within the voluntary sector
desirable 
· experience of organising events including fundraising events
desirable
· understanding of, and commitment to equal opportunities policy and practice and principals of confidentiality
essential 
· computer literate and able to use Microsoft Office programmes and Canva software
essential 
· competent in the management and use of social media platforms
essential 
Personal Qualities/Attributes 
· self-confident and able to act on own initiative within a supervisory framework 
essential 
· understanding of and empathy with the charity’s aims and values
essential 
· possess a caring and friendly manner. Be motivated positive, enthusiastic, approachable and committed with a ‘can-do’ attitude
essential
· a responsible and professional manner 
essential
· willingness to attend training courses and events to assist personal development and improve service delivery
essential
· additional contractual obligations prepared to occasionally travel out with the Helensburgh and Lomond area to attend meetings, conferences, events and to access training and development opportunities
essential
· willingness to work outside of office hours, including weekends, when necessary
essential
· a requirement to be a member of the Protecting Vulnerable Groups scheme 
essential

