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	789-791 Commercial Road 

St Anne - UNIT 2

London E14 7HG



JOB DESCRIPTION
Job Title:

                 Administrator 
Reference: 


      AR/1

Salary:

                            £23,552

Reporting to:
            
      Deputy Director 
Closing date for application:     17th September 2018 at 6.00 pm

ABOUT THE LIMEHOUSE PROJECT

The Limehouse Project (LHP) provides a wide range of advice, support, education and employment training services for local communities across Tower Hamlets and neighbouring boroughs. Over the last year 6500 people accessed our services with over £4 million pounds of additional income raised for those most in need and over 800 clients accessing employment services or training and education courses through our outreach centres across the borough.
MAIN PURPOSE OF THE JOB
This is a new post and provides the crucial link between frontline service delivery and the support systems required to ensure an efficient, quality driven client service.
We are looking for someone dynamic, engaging with excellent communication and management skills, and a commitment to delivering a high quality service in line with our mission and core values.
You should be self-motivated with experience of working within advice services or similar environment, in addition to working closely with the advice team and advice team clients you will also work closely with project leaders and the senior management team to effectively deliver organisational functional support.

CORE RESPONSIBILITIES
1. To manage reception and ensure that the advice appointment diary and advice service waiting list are maintained, liaising with advice staff to ensure that an efficient and quality client service is maintained, to carry out first level triage and ensure a professional reception service is maintained for clients and visitors.
2. To maintain LHP premises at a good standard and deal with any issues as they arise with third party contractors.
3. To liaise with other premises stakeholders for out-of-office hours opening/closing, to maintain the classroom and one to one meeting room bookings system, deal with repair issues and invoicing in conjunction with the finance officer.  
4. To manage office purchasing supplies, installation and maintenance of office equipment, review contracts and ensure value for money third party service delivery.
5. To support the wider project teams with their delivery, engagement and outreach activities. 
6. To support the management and other colleagues in ensuring the effective implementation of relevant policies and procedures regarding the workplace and effective working practices.
7. To be responsible for maintaining a healthy and safe office working environment in accordance with all relevant Health and Safety requirements.  This includes the fire and security systems.
OTHER RESPONSIBILITIES
8. To provide induction sessions for volunteers and trainees.  You will provide support and guidance introducing volunteers to office policies, ICT systems and CRM.
9. To be responsible for the organisation of various staff and board meetings, as well as supporting the organisation of various corporate events.  

10. To answer incoming telephone calls and respond to enquiries from the public within the agreed timeframe.
11. To maintain accurate electronic and manual filing and record keeping systems.

12. To maintain office petty cash.
13. To receive and distribute incoming mail. 
14. To carry out effective general administrative duties as and when required and be able to prioritise administrative tasks.

15. Undertake any other duties of a similar nature which may arise from time to time and which are commensurate with the grade of the post and within the capabilities of the post-holder.
PERSON SPECIFICATION: Administrator – Essential
1. A minimum of one years’ experience in a customer facing role
2. You should have experience of developing and implementing system processes either IT based (using Excel or word) or manual.
3. Experience of effectively carrying out administrative functions including filing and data management 

4. Effective office administrative and organisational skills with the ability to develop and manage both manual and electronic office management systems. 

5. Strong administration skills including the use of office software, such as Microsoft Office Excel, Word, PowerPoint, Outlook
6. Ability to extract precise information from clients and apply confidentiality and discretion with all applicant data on a daily basis. 

7. Strong interpersonal and persuasive communication skills to communicate both orally and in writing to a variety of audiences. 

8. Able to deliver outstanding customer service to a wide range of customers either face to face, by phone or in writing meeting LHP’s standards for customer care and showing awareness of cultural diversity.
9. Experience of dealing with high volume enquiries from the public both by telephone and in person.

10. High degree of self motivation, resourcefulness and flexibility.

11. Plan and prioritise on a day to day basis, linking own plans and activities to the direction and goals of the team.

12. Ability to work effectively on an individual basis and also as part of a cohesive team.

13. Ability to act objectively and to maintain confidentiality

PERSON SPECIFICATION: Administrator – Desirable

1. Experience of working in the advice or similar sector
2. Knowledge of a second community language

3. Understanding of and / or the willingness to learn and manage database programmes 

4. Health and Safety qualification

5. Sense of humour and positive outlook
6. Working within budget constraints

Limehouse Project is committed to achieving a diverse workforce that reflects the communities we serve. We value, respect, and celebrate diversity. We welcome and encourage applicants from all sections of the community regardless of their history of homelessness, sex, race, disability, age, sexual orientation or religious belief.
Interviews will be held on the 26th and 27th September 2018
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