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JOB DESCRIPTION

General Information

Title:

Office Administrator (Female)*
Job Base:
The Pankhurst Centre, Manchester 

Hours of Work:
14 hours per week
Reports To:
Manchester Project Manager
Salary:

£19,278 Pro Rata
*This post is restricted to women only as a genuine occupational qualification under Section 7(2) (e) of the Sex Discrimination Act.

Job Summary

The Office Administrator will: 
· Organise, supervise and carry out (where necessary) all of the administrative activities to facilitate the smooth running of the Manchester Project office.
Key Responsibilities 
1.1
Undertake monitoring and evaluation tasks using a range of office software, including email, spreadsheets and databases.
1.2
Set up and manage filing systems.
1.3
Develop and implement new administrative systems, such as record management.
1.4
Record office expenditure and manage the budget.
1.5
Organise the office layout and maintain supplies of stationery and equipment.
1.6
Maintain the condition of the office and arrange for necessary repairs.
1.7
Write reports which may include reports on finances, service development or an annual 
review.
1.8
Deliver presentations about the work of the office to management and other sections of 
the organisation.
1.9
Be responsible for the observance of Health and Safety policies and procedures for the 
office and the team and review and update as required.
Communication
2.1
Provide welcoming and effective initial point of contact for service users, external 
agencies, etc.

]

2.2
Provide regular feedback to steering group and line manager.
2.3
Attend regular team meetings.
2.4
Establish and maintain good working relationships with other members of WIP’s staff team and the Pankhurst Centre team,

2.5  Develop and maintain good working relationships with other agencies based at the Pankhurst Centre. 


2.6
Organise and attend meetings as appropriate, actively participating and disseminating 
information to colleagues.

Information Management

3.1
Keep accurate records of appropriate information for monitoring

3.2
Maintain accurate, confidential personal records of staff and contact details as per 
the Pankhurst Centre’s protocols and procedures. 

    3.3
Produce reports and evaluations in consultation with other staff members on all 


work carried out and as requested.


3.4
Participate in the maintaining of information on relevant referral agencies and contact 
telephone numbers.

3.5
Ensure all files and documentation are kept in accordance with agreed administrative 
systems.
Personal/Professional Development and Training


4.1
Attend and prepare for regular line management meetings.


4.2
Participate in annual appraisals in accordance with Pankhurst Centre policy.


4.3
Attend regular supervision sessions.


4.4
Continue to develop information and communication technology (ICT) skills.

Further Information

5.1
The post holder must at all times carry out duties and responsibilities with due 
regard to the Pankhurst Centre equal opportunities policies and procedures.

5.2
The post holder must ensure that personal information for service-users, members 
of staff and all other individuals is accurate, up-to-date, kept secure and 
confidential at all times in compliance with the Data Protection Act 1998 and the 
common law duty of confidentiality.  

5.3
The post holder is expected to take responsibility for self-development on a 
continuous basis, undertaking on-the-job and other training as required.

5.4
The post holder is required to familiarise herself with and comply with the 
Pankhurst Centre’s policies and procedures.

5.5
The post holder must be aware of individual responsibilities under the Health and 
Safety at Work Act and identify and report as necessary any untoward accident, 
incident or potentially hazardous environment.


5.6
The post holder will be subject to checks by the Criminal Records Bureau.

This job description is intended as a guide to the main responsibilities of the post and not as an exhaustive list of duties and tasks. The post holder may be required to undertake other duties appropriate to her grade, that are not listed above, at the direction of her manager. 

This is a new post and the job description will be reviewed after six months. It may also be amended from time to time after consultation with the post holder.

PERSON SPECIFICATION

OFFICE ADMINISTRATOR POST

	
	

	Essential = E   Desirable= D
	E or D
	Applic form
	Interview

	EDUCATION/

QUALIFICATIONS
	NVQ level 3 (or similar) in Office Administration or Business/Finance
	D
	A
	

	SKILLS 
	Effective team working skills and abilities. 
	E
	A
	I

	
	Ability to work effectively on own initiative without direct supervision.
	E
	A
	I

	
	Ability to contribute to the development, evaluation and monitoring of the Manchester Project.
	E
	A
	I

	
	Ability to create and disseminate publicity materials.
	D
	A
	

	
	Ability to use all Microsoft Office Applications
	E
	A
	I

	
	Ability to communicate clearly and effectively both orally and in writing with service users, colleagues and other professionals
	E
	A
	I

	
	Ability to prepare and present reports, and to keep written records
	E
	A
	

	
	Able to work closely and establish positive relationships with service users, professionals from other agencies and community groups
	E
	A
	I

	
	Ability to plan and organise and to manage workload effectively and to meet deadlines
	E
	A
	I

	
	Committed to the delivery of customer-focused services and continuous service improvement
	E
	A
	I

	
	Ability to actively promote equal opportunities policies, quality assurance and customer care
	E
	A
	I

	
	Thorough understanding of, and positive commitment to, the implementation and development of equalities in the field of service delivery and employment practices
	E
	A
	I

	EXPERIENCE


	At least 3 years’ experience of working in an administrative role.
	E
	A
	

	
	Experience of using QuickBooks.
	D
	A
	

	
	Experience of working in the voluntary sector. 
	D
	A
	I

	
	Experience of working with women. 
	D
	A
	I

	
	Experience of project monitoring.
	D
	A
	I

	OTHER REQUIREMENTS
	Interested and motivated to further own skills and knowledge.
	E
	A
	I

	
	An understanding of work roles and boundaries, including maintaining confidentiality
	E
	A
	I

	
	Understanding of diversity issues and a commitment to the principles of equal opportunities.
	E
	A
	I

	
	A commitment to diversity and equality in working relationships and practice. 
	E
	A
	I

	
	Awareness of the issues affecting women offenders.
	E
	A
	I


	DRAWN UP BY (NAME)
	Yvonne Edge

	TITLE
	Pankhurst Centre Manager

	DATE
	06/09/2011
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