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Job Description and Person Specification
Job Title:


Administrator
Service:


Moira Anderson Foundation

Terms of employment:
Fixed term – 30 June 2026
                                           Days and hours to be negotiated – regular (weekly) evening work required
Salary:
£21,840 per annum (pro rata)
Pension:
Excellent terms – After a postponement period of 3 months, dependent on eligibility, we will pay 8% of basic salary, employee contribution of minimum 1%. Opt out available

Annual Leave:
23 days per annum, rising one per year (after first year) to a maximum of 26, plus 12 public holidays (pro rata)
Purpose of Job:
We are seeking an enthusiastic and committed person to provide administrative and reception support, both for our Positive Steps project and to the service overall. When you join our small team, based in Airdrie, you will:

Have a working knowledge of Microsoft Office packages, along with excellent keyboard and IT skills.

Have a good standard of English for communications, excellent organisational skills for database/record keeping and have previous general office experience.
Be able to work on your own initiative, as well as part of a team.
Be confident in the use of Social Media.
Have experience of dealing with the public, ideally in a caring environment. 

Possess excellent inter-personal skills and a first class telephone manner which are essential to the ethos of the Foundation.

Have an awareness of the sensitive and confidential nature of the charity’s work.

Duties of the post:
Welcoming visitors to the centre in a warm and friendly manner.

Operating small switchboard
.

Photocopying/Filing/Emails
Co-ordinating client appointments via database/telephone
Producing word processed letters

Co-ordinating client appointments/room bookings

Room set-up
Liaising with volunteers

Recording petty cash/banking
Recording therapy hours
Collating client evaluations

Procurement/stock control

Assisting in promotional events/training e.g. room set-up, organising materials
Any other ad hoc duties to support the Director and admin/reception department
The successful candidate will be subject to a Criminal Convictions check through Disclosure Scotland.

