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Job description

Job Title
Office Administrator  
Salary Scale

£25,703.68 to £27,329.72 (dependent on experience)

Hours 

Full time position: 37 hours per week. Occasional evening work may be required.

Contract

Permanent
Holiday entitlement 

27 days per annum for full time staff (excluding statutory holidays).
Increasing by an extra day per year after the second year of continuous employment, until a maximum of 32 days annual leave has been reached for full time staff.  Pro-rata calculations will be made for part-time staff.  

All staff are subject to a six-month probationary period.

Location

Rochdale

Accountable to

Business Admin Officer

Responsible for

N/A

Key objectives 
To be responsible for the day-to-day upkeep and running of the Rochdale head office and provide administrative support.  
The ideal candidate will have previous administration experience, be organised and approachable, taking ownership of projects and prioritising their workload whilst supporting the needs of the organisation.

You will be self-motivated, able to work independently and to show initiative and have the ability to adapt to constantly changing challenges and be able to problem solve. 

There is contact with service users and stakeholders, therefore good interpersonal skills are needed. 
Great attention to detail is required and the ability to work flexibly.  
It’s a varied and rewarding role!
Main Tasks

1) Undertake general administrative tasks, such as, answering the telephone and door, responding to enquiries, maintaining office systems, filing, archiving, etc.
2) Take a pro-active approach to schedule Trustees meetings, book venues, prepare meeting materials and take minutes. Also, when requested, participate in and take minutes for team meetings and other meetings.

3) General facilities and equipment management is a crucial part of this role. This would include liaising with the building landlord, service providers and contractors, being responsible for the office fire safety, keeping an up-to-date record of the organisation’s assets and commitments and the ordering of office supplies.

4) To assist with the processing of financial information, such as processing invoices, maintain and keep up-to-date records of the office petty cash, and collect paperwork for expenses claims, such as for travel, company expense cards, etc. 
5) To maintain records of the service provision for funding and statistical purposes.
6) Assist in the development of administrative procedures by informing line manager of changes required to accommodate new demands / improve the service delivery.
7) Assist the team as needed by providing general administrative support.

8) To assist in the production of accurate information about the service.
9) To work as a member of the Bond Board team, to include office cover arrangements. 
10) Alerting colleagues to any difficulties between the client and the landlord or neighbours, e.g. necessary repairs, noise, complaints, damage etc. that you may become aware of from your day-to-day work e.g. telephone calls or emails received. 
11) Alerting a member of the senior leadership team to any changes in the client’s situation that may put the tenancy, their benefit claim, or put The Bond Board or its staff at risk.
12) Observe health and safety procedures in the workplace to ensure personal safety and the safety of colleagues, volunteers and clients.

General Duties 

1) To work within and promote the Bond Board’s Policies and Procedures, including (but not limited to) the Equal Opportunities policy, Health and Safety Policy, Adults at Risk Safeguarding Policy, Confidentiality Policy and Data Protection Policy.

2) To take part in team meetings and other Trustees meetings, if and when requested.

3) To take part in staff supervision sessions.

4) To maintain service confidentiality. It is expected that all employees will understand that our work is confidential and personal details about service users and landlords should not be divulged, without consent. If there is a breach of this confidentiality this will result in disciplinary action being taken.  

Additional Duties 

It is the nature of the work of the bond board that tasks and responsibilities are, in many circumstances, varied. All staff are, therefore, expected to work in a flexible way when the occasion arises that tasks not covered in this job description have to be undertaken.
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