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	Job Description

	Job Title:

Administrator

	Location:

Edinburgh

	Scope of the Role:

The role is to provide administration support to all the different areas of activity undertaken by the office for ASME’s Board, Committees/Groups/Special Interest Groups (SIGs) and members. 

Two key aspects of this role are responsibility for both Awards and Mentoring administration.

The post holder will work with the Deputy Chief Officer on a day-to-day basis but will also receive direction and training from other members of the team in relation to their specific areas of responsibility (eg membership, events, marketing, events etc).  This training will allow for flexibility within the role ensuring the ability to support other team members as and when required including covering for leave and helping for example with events during busy periods.
Promote, support and adhere to ASME’s EDI (Equality, Diversity and Inclusivity) policy.



	Duties:

Awards

The post holder will be responsible for the administration of ASME’s awards, grants and prizes, with tasks including: 

· Creating and maintaining spreadsheets relating to all awards, grants and prizes offered by ASME. These spreadsheets are used to monitor submissions and assessment processes and to manage the dissemination of award outcomes to successful and unsuccessful applicants and to the ASME membership

· Working closely with the Chief Officer, Director of Awards and awarding Committee/Group

· Ensuring that the relevant website pages are accurate, consistent, and updated promptly.  Working with the web developer to ensure any forms for submitters and assessors are updated and functioning as required.  Proof reading and testing any forms accordingly

· Building and maintaining relationships with internal and external stakeholders

· Correspondence with applicants and assessors

· Promoting, and sharing updates and announcements on the ASME website and social media

· Creating and issuing certificates for award winners and when required, attendance certificates for conferences and events

Mentoring

· Liaising with the Director of Career Development and the mentor training provider

· Managing the mentor database by processing new applications and ensuring all mentor records are kept up to date 

· Administering online mentors’ database and all enquiries related to this 

· Correspondence with mentors, mentees and training provider

· Promoting, and sharing updates and announcements on the ASME website and social media

· Co-ordinating the end-to-end delivery of the Mentoring Workshop Programme three times annually; this includes collaborating with partners on promotion, issuing certificates, and dealing with payments


	Other duties that the post holder will assist with, as and when required:

· Monitoring ASME’s website and making necessary revisions, as and when required, to ensure accurate/up to date information is provided at all times 

· Incoming and outgoing mail

· Answering the telephone and dealing with visitors to the office

· Scanning and/or archiving documents as required

· Ensuring that sufficient stock of marketing materials is maintained 

· Maintaining sufficient stock of stationery, stamps, office supplies (coffee, tea, milk etc)

· Organising online and face-to-face meetings

· Arranging courier pickups

· Attendance at ASME external events when required

· Assisting with general housekeeping of the office including recycling, waste collection, and packing conference materials

· Any other duties as required



	The post holder will be expected to demonstrate:

· Understanding of the role and administration’s key tasks and deadlines

· Ability to work proactively and mainly autonomously albeit with support and supervision

· Ability to prioritise tasks to meet deadlines within a constantly changing environment  

· Show initiative and demonstrate diplomacy and sensitivity in dealing with members, suppliers and stakeholders

· Ability to problem solve

· Strong teamwork skills while proactively contributing to all aspects of our operations.
· Interacting with others in a positive and respectful manner

· Understanding and adherence to our EDI policy



	Person Specification:

Required

· Previous experience working in an administration role – 1 year minimum

· A high standard of written and spoken English

· HNC in Office Administration or equivalent is preferred

· Ability to prioritise workload, with a high level of care and attention to detail

· Able to travel occasionally (usually up to 3 – 4 times per annum) in the UK

· Organised and efficient with the ability to multi-task

· Excellent communication skills with the ability to confidently and professionally engage with individuals at all levels.  Confident and competent to use their own initiative, work autonomously and within a team and able to work to numerous deadlines

· Some experience of working with and updating website platforms an advantage

· Familiar with using social media
· Numerate
You will bring:

· Strong proficiency in Microsoft Office (Word, PowerPoint, Outlook, and Excel) at an intermediate level

· Excellent written and verbal communication skills

· The ability to convey information accurately, clearly, and effectively

· A customer-focused approach with a dedication to service excellence

· A proactive mindset, with the ability to remain focused and manage time efficiently

· Exceptional organisational and time management skills

· Willingness to ask when not sure of what to do or don’t understand the task
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