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	Glasgow Council on Alcohol
2nd Floor, 14 North Claremont Street
Glasgow G3 7LE
0141 353 1800



  JOB DESCRIPTION

JOB TITLE:		Client Services Coordinator

SALARY:		GCA Salary Grade 5 £22,185 – £24,225

HOURS:		Full time - 35 hours per week (including Saturdays and evenings).
Flexible working, part-time hours, or job-sharing arrangements will be considered for the right candidate.

GCA deliver services over 6 days per week 

MAIN FUNCTION/RESPONSIBILITY
The Client Services Coordinator will carry out a range of administrative tasks across the Organisation. The Client Services Coordinator will assist with the organisation and supervision of all client service administrative activities and will involve line management of administration staff and volunteers.  

REPORTING RELATIONSHIPS
The Client Services Coordinator reports to the Head of Client Services. 

KEY RESULT AREAS
General
1. Be responsible for the day to day client services operations and management of the admin team, students and volunteers.
2. Assisting with the PVG process for new employees, volunteers and students.
3. Be responsible for ensuring the client database and appointment system is up to date and accurate.
4. Ensure PHS DAISy system is kept up to date.
5. Be main administrative point of contact for GCA placement students.
6. Onboarding of placement students and volunteers.
7. Organising diaries, arranging meetings and minute taking as required. 
8. Assisting to ensure services are sufficiently supported and being able to advise and guide staff, volunteers and clients confidently and appropriately. 
9. Participate fully as a member of GCA Team and contribute to its development.
10. Carry out any other duties as required by the business.

PERSON SPECIFICATION

SENIOR ADMINISTRATOR

E = Essential D = Desirable

QUALIFICATIONS
· Qualification in Office Administration / IT	D

SKILLS
· Good written and verbal communication skills	E
· Good interpersonal skills	E
· Ability to prioritise a varied workload	E
· Planning and co-ordinating skills	E
· Time management skills	E
· Administrative and IT skills	E

EXPERIENCE OF
· Working in an office environment	E
· Working with the public	E
· Working with volunteers	D
· Management of staff	D
· Minute taking	D
· Reviewing and improving process 	D

PERSONAL ATTRIBUTES
· Proactive attitude	E
· Works well under pressure	E
· Non judgmental attitude	E
· Self-directed	E
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