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Job Description : 
Service Administrator
HOURS PER WEEK
:
18 Hrs.

SALARY


:
£21,164 pro rata
LOCATION


:
BAS office at Gatehouse Centre, Hareclive Rd,    





Hartcliffe
ACCOUNTABLE TO
:
Service Support Officer / CEO 
JOB SUMMARY
:

To support with the administration with our services such as 

· receiving and entering referrals 

· dealing with post
· updating records as required 

· entering data onto BAS data base and other tools as required.

· Support with the organisation of groups and transport related to groups.

· To support the Service Support Officer with general office tasks as required. 
CONTEXT
:Permanent Post subject to a six month probation period.
Bristol After Stroke is developing a new Stroke Key Worker service. This role will play an integral part in the successful delivery of this and its other services. You will be joining a long-established local charity with a close and committed team.   
Main duties 
· To maintain accurate and up to date records, using BAS database and external data bases.  
· Deal with enquiries into the service in an efficient and friendly manner. 

· Maintain an efficient and effective referral service, entering in referral data onto the data base and liaising with referral agencies. 

· To support and contribute to the administration of the new stroke key worker service.
· To provide admin support to the services that BAS provide such as, groups, counselling, courses and individual support. 

· Maintaining records of those who attend groups or café’s
· Maintaining good, positive relationships with BAS team 
· Maintaining financial records as required and supporting with bank transactions 

· Support with the collection and evaluation of monitoring and evaluation data.

· To provide support to the Service Support Officer as requested ensuring that all office tasks are covered. 

· To undertake all duties in a way that values others, does not discriminate and promotes equality.
· To attend monthly team meetings.

The job description may be subject to review and negotiated change. 
Person Specification

Qualifications

Good level of general education




Essential 
Skills and experience   
Essential 

· experience of providing efficient administrative support 
· excellent customer service to both internal and external clients 
· ability to handle a range of activities and prioritise these effectively.

· ability to use a range of IT software (Microsoft Outlook, Excel, Word, Internet Explorer) and the willingness to train in additional IT skills as and when required.

· accuracy and attention to detail, and the ability to work to tight timeframes.

· a good level of numeracy.

· experience of keeping accurate, basic financial records.
· good written skills; good grammar and spelling.
· tact, patience and diplomacy. 
· ability to maintain a sensitive and professional approach towards colleagues and service users.

· knowledge and experience of maintaining confidentiality and anti discriminatory practices.

Desirable

· Experience of care organisations

· Experience of the charity sector

· Experience of working with volunteers
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