	JOB DESCRIPTION


	POST DETAILS

	Job Title: Administrator 
	Full Time/Part Time: Full Time 35 hours per week
 

	Service: Monklands Women’s Aid

	Salary: £26,171.60

	Department: Administration

	Responsible To: CEO/Business & Finance Senior

	Location: Airdrie Office (including travel to the Cumbernauld office, refuge accommodation and other locations to support the effective operation of Monklands Women's Aid).

	Date Completed: July 2026

	Due to the nature of this role, applications are accepted from women only. This is a genuine occupational requirement under Schedule 9, Part 1 of the Equality Act 2010.
MAIN PURPOSE OF JOB

To provide effective administrative support to Monklands Women’s Aid, with particular responsibility for the administrative and operational requirements associated with the organisation's offices and refuge accommodation. The postholder will undertake a range of general administrative, accommodation, property, financial and record-keeping duties to support the effective management and operation of Monklands Women’s Aid. The role will involve maintaining accurate records and documentation, processing correspondence, assisting with accommodation and Housing Benefit administration, liaising with contractors, suppliers, landlords, utility providers and other relevant organisations, and undertaking other administrative duties appropriate to the role. The postholder will be required to work with a high degree of accuracy, confidentiality and professionalism and in accordance with Monklands Women’s Aid policies and procedures.
Accommodation and Property Administration

· Maintain accurate administrative records relating to refuge accommodation, including occupancy, repairs, inspections, utilities and property matters.

· Record and report repairs and maintenance issues and liaise with contractors, landlords, suppliers and utility providers.

· Assist with the administration of accommodation-related documentation, correspondence and payments.

· Assist with maintaining Health & Safety, servicing, inspection and property records.

· Assist with ensuring refuge accommodation is appropriately equipped and maintained.

· Undertake other accommodation and property administration as required.
Housing Benefit and Financial Administration

· Assist with the administration of Housing Benefit claims relating to refuge accommodation, including the preparation and collation of relevant documentation.

· Maintain accurate records relating to Housing Benefit claims, accommodation charges and associated correspondence.

· Assist with general financial administration, including invoices, payments and Xero data entry.

· Assist with maintaining accurate records of expenditure relating to offices and refuge accommodation.

· Liaise with relevant organisations regarding financial and accommodation-related administration.
Records and General Administration

· Maintain accurate records within the accommodation section of OASIS, including relevant occupancy, property and accommodation information, and undertake routine administrative data entry in accordance with organisational procedures. 

· Maintain accurate paper and electronic records, filing systems and databases. 

· Collate statistical and administrative information and assist with routine reports and returns. 

· Provide general administrative support to the CEO, Business & Finance Senior and colleagues across the organisation. 

· Deal with telephone, email, reception, correspondence and general administrative enquiries. 

· Assist with meetings, documentation, office supplies, equipment and general office administration. 

· Liaise with suppliers, contractors and external organisations as required. 

· Ensure records and information are handled securely and confidentially in accordance with GDPR and organisational procedures. 

· Work in accordance with Monklands Women’s Aid policies and procedures. 

· Promote equality, diversity and inclusion. 

· Undertake any other administrative, accommodation or operational duties appropriate to the nature of the post, as requested by the CEO or Business & Finance Senior.

OTHER REQUIREMENTS

· This post is subject to a satisfactory PVG Scheme membership check.

· A full driving licence and access to a vehicle are required due to the requirement to travel between Monklands Women’s Aid offices, refuge accommodation and other locations as necessary.

GENERAL

This job description provides an overview of the main duties and responsibilities of the post and is not exhaustive. The postholder may be required to undertake other duties appropriate to the nature of the role to support the effective administrative and operational management of Monklands Women’s Aid.

The duties of the post may be reviewed and amended in consultation with the postholder to reflect the changing administrative and operational requirements of the organisation.

Please return the completed application form to:

Email: info@monklandswomensaid.org.uk 

Post: Monklands Women’s Aid, 8A Bank Street, Airdrie, ML6 6AF 



