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Job Description

Salary:	£16,000 Per Annum (Pro Rata: £11,675 per annum)
Plus 6% employers pension contribution
Hours:	27 Hours per week  (Job Share Considered)


Role Purpose

The role of the Administrative Support Worker is to provide physical and administrative support to the Chief Executive.

Absolute confidentiality in carrying out this role is essential.  You will, at times, be working with very senior business and public sector people and need to look and act in a professional manner.  You will also be dealing with members of the public who may be vulnerable so empathy, understanding and commitment to equal opportunity issues will be required.

A good level of administrative experience is needed for the role, with a working knowledge of Microsoft Office and Google documents.  A high level of literacy, writing and Minute Taking skills are also required. 

Key areas and functions

Administration

· Carry out general office duties such as answering telephone calls, photocopying, taking messages, and dealing with enquiries.
· Take notes / minutes at meetings and type up as required.  Meetings may be held off site on occasion.
· Co-ordinate appointments through Google diaries.  Take dictation and assist with filling in forms. Collate files and documents for consultations.  Input data onto a spreadsheet and make follow-up calls as required.
· Administer minor office duties to ensure ease of access/usage, such as connecting cables, reorganising layout, changing toner cartridges, tidying shelves and storing files away
· Booking meetings appointments, training, travel and occasional accommodation for the Chief Executive, as instructed. 




Physical Support

· Provide support to aid the role of the Chief Executive.
· Assist Chief Executive to overcome the physical and practical barriers that result from disability.
· Although no personal lifting is required there may be an occasional requirement to assist with clothing, such as coats and jackets.
· Assist with bags and presentation equipment.
· Provide support when attending meetings on/off site as required. 
· Provide support at National conferences and meetings. This will require occasional overnight stays around the country but no personal care or support is required.

General

· Undertaking other tasks and responsibilities appropriate to the role.
· Occasionally travelling to meetings where an overnight stay is required and providing additional assistance as appropriate.
· Tea/coffee making as required.

Working hours and pattern

Typically both parties will start no earlier than 9.00am and finish no later than 4.30pm.  There will sometimes be a need to start earlier or finish later.  Time off will be given so that the total hours worked averages out to 27 hours per week. Generally the hours worked will be completed over 5 days.

While the place of work typically will be our central Luton office, the Administrative Support Worker will need access to a car as they may occasionally be required to start and finish at other locations to fit the off-site commitments of the Chief Executive – you will need to add business use to your vehicle insurance (any additional premium for this will be reimbursed).
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