MOVE ON 

JOB DESCRIPTION
Job Title:                    
Admin Assistant (Part Time 17.5 hours)




Days to be agreed
Responsible to:           
Finance & Administration Manager
Responsible for
Administration, petty cash, reception and record keeping support to Move On’s staff and service users  

Key Skills: 

· Communication – verbal and written

· Creativity and initiative

· Representing Move On to others

· Computer literacy – Office package
· Administration skills

· Basic Book-keeping skills

· Flexibility and adaptability
Key functions and responsibilities:

· Reception and telephone duties

· Word processing, record keeping and dealing with correspondence

· Monitor and maintain supplies of stationery and other resources

· Gather, check and prepare monthly payroll information to be forwarded to payroll company.

· Administering Petty Cash 
· Updating and Monitoring Database

· Stats Recording

· Maintain HR files
· Administration and recording of Annual Leave and Sickness

· Maintain filing systems and photocopying

· Participate in the continual review and improvement of working practices

· Operate within the Health and Safety at work legislation, carry out risk assessments
· Undertake any other duties or tasks, which may be reasonably considered within the remit of the post.
Key Relationships: 
Move On’s Finance & Administration Manager 

Move On’s Executive Director 





Staff of Move On 





Clients of Move On 





Move On’s Board of Directors

MOVE ON 

Admin Assistant (Part time)

Person Specification and Profile

	
	                  Essential
	                  Desirable

	SKILLS

 AND 

QUALITIES
	· Excellent verbal and written communication skills

· Excellent organisational  and administration skills

· IT skills and knowledge of word, power point, access & excel

· An understanding of the issues surrounding marginalised groups in society 

· Ability to work under own initiative as well as part of a team


	· Ability to work well under pressure

· Understanding of Move On’s ethos of self help

· Ability to create and maintain databases



	EXPERIENCE
	· Experience of providing a variety of administration tasks
· Experience of maintaining administration and office systems 

· Experience of working in an office environment

· Basic Book-keeping
· Cash handling


	· Some experience of working with disadvantaged groups




