CITIZENS ADVICE SOUTHWARK 

JOB DESCRIPTION

DESIGNATION: 		Administration Assistant

HOURS: 	Full-time 35 hours per week 

SALARY SCALE:  		NJC scale point 2
	
RESPONSIBLE TO:	Operations & Administration Manager

JOB PURPOSE

To provide administration assistance in supporting the operations team with administrative tasks to ensure the effective functioning of Citizens Advice Southwark Services. This may also include working on the reception area and updating information resources.

PRINCIPAL TASKS AND RESPONSIBILITIES

· Transfer confidential data from paper formats onto a various client databases.
· To maintain electronic files so that records and documents are well-organised, legible and complete.
· Process client information collected at reception and input onto database
· Undertake reception work as and when required 
· Welcome clients into the bureau and explain procedures. 
· Answer the telephone and refer calls or take messages. 
· Record postage received and sent in accordance with Citizens Advice Southwark procedures.
· Assist the Operations team to ensure equipment and stock supplies are well maintained.

Other duties 

· Attend staff meetings as appropriate. 
· Demonstrate a commitment to the aims and policies of the Service. 
· An understanding of and commitment to the Aims and Principles of the Service including the service’s equality and diversity policies. 
· To uphold and promote the Aims and Principles of the Service.
· To work within Services policies and procedures.
· To attend regular support and supervision and appraisal meetings. 
· To work across all Service offices as required ensuring effective service delivery.
· To undertake any other duties that are compatible with the functions of the post.


Signed (Postholder):_____________________Date:   _____________


Signed (Line Manager):___________________Date:   _____________

CITIZENS ADVICE SOUTHWARK

ADMINISTRATION ASSISTANT

PERSON SPECIFICATION



	
	Essential Requirements

	1.
	Experience in providing customer services and administration assistance 


	2.
	Excellent verbal communication skills including telephone skills.


	3.
	Good numeracy and literacy skills


	4.
	Excellent attention to detail 


	5.
	Good IT skills, including MS word, email and the internet.


	6.
	Flexibility and willingness to work as part of a team.


	7.
	Friendliness and approachability.


	8.
	Ability to manage time effectively


	9. 
	Ability to work under pressure 


	10.
	An understanding of and commitment to the Aims and Principles of the Citizens Advice service including the service’s Equal Opportunities policies.




