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JOB DESCRIPTION


1.      JOB DETAILS

Job Title:  Administration Assistant
Part Time: 16 hours per week
Salary Scale: £25,152 - £27,347 pro rata
                    
2.  JOB PURPOSE 

The post holder is responsible for the effective operational support and general administration of the Top Toes footcare service and the Braveheart charity.

3.  ORGANISATIONAL POSITION

The overarching aim of the Braveheart Association is to improve the health, function and quality of life for adults in Forth Valley. Braveheart engages with local people to take up services to improve their health and wellbeing.  

The Administration Assistant will support the operations of the Top Toes service and the wider charity and will report to the Braveheart General Manager.

4.  DIMENSIONS 

The post holder is responsible for:  
· Working with the Development Officers to maintain effective administration of the Top Toes service
· Providing administrative support to the Braveheart organisation to deliver agreed plans 

5.  KEY DUTIES/RESPONSIBILITIES

· Carry out any administrative tasks required to support the effective operations of the Top Toes service and the Hub.
· Carry out general admin duties such as photocopying, preparing papers for meetings, preparing rotas etc. 
· Answer the telephone, check the answerphone and provide relevant information to callers
· Assist the Development Officers to manage the clinic appointment system, ensuring all clinic diaries are up to date
· Input client details to the Top Toes database, keeping accurate digital and paper records
· Manage document version control and ensure records are stored securely
· Maintain and update client spreadsheets, database, digital and paper filing systems
· Make appointment reminder calls to clients
· Assist the Development Officers to register new clients
· Keep appropriate records for all administrative work
· Assist the Development Officers in the preparation of diary materials for clinics
· Deliver supplies to footcare clinics where required
· Assist the Finance Co-ordinator to purchase and order supplies for the Top Toes service and the Hub
· Assist in the preparation of routine correspondence, rotas, reports, forms and administrative documents as required
· Assist with room bookings, meeting arrangements, preparation of papers, minutes and agendas for meetings
· Support the administration of insurance, policy reviews, and utilities contract renewals,
· Assist the Finance Co-ordinator to maintain staff, volunteer and trustee records, ensuring information remains accurate and up to date
· Support the administration of annual leave, absence and training records
· Ensure Braveheart confidentiality and data security policies are upheld at all times
· Carry out any other tasks to support the administration of the organisation as requested by the General Manager

6.  PERSON SPECIFICATION

Essential Knowledge and Experience

· A minimum of 2 years previous experience in an administrative or office support role
· Experience maintaining accurate records, including digital and paper filing systems
· Good understanding of administrative processes and office procedures
· Excellent IT skills including Microsoft Office 365

Desirable Knowledge and Experience

· Experience of working within a charity, 
· Familiarity with GDPR requirements and records management 
· Experience maintaining HR or personnel records
· Experience of using Xero accounting software

Essential Skills and Attributes

· Excellent organisational and time management skills
· Ability to manage multiple tasks and priorities
· Effective written and verbal communication skills
· Strong customer service and interpersonal skills, understanding the needs of the client group 
· Supportive of Braveheart’s charitable aims 
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