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JOB DESCRIPTION

POSITION:

Administrative Assistant



22.5 hours over 3 days per week

SALARY:

£16,290 – £17330 pa [pro rata £9906 - £10544] 

RESPONSIBLE TO:

Office Administrator 

RESPONSBILITIES INCLUDE

1. Open post and redirect as necessary

2. Monitor e-mail communications and redirect as necessary

3. Respond to requests for membership information, conference documents, renewals

4. Maintain membership database, including updating changes of address, renewals, confirming membership status, fees paid

5. Manage files of membership documentation

6. Manage Criminal Records Bureau applications, forms and records

7. Handle credit card payments securely

8. Process orders, ordering stock for books & assessment materials from suppliers producing letters and request cheques to be drawn by Treasurer.

9. Liaise with bookkeeper in the management and tracking of moneys received

10. Liaise with conference organiser in confirming membership status

11. Liaise with members of Board and standing committees in the pursuit of their various roles

12. Assist in the booking of advertisements for Patoss publications and website

13. Assist in updating website 

14. Produce mailing labels as required for regular mailings of Patoss publications and membership communications

15. Maintain a filing system for the safe keeping of Patoss records and correspondence

16. Manage stocks of stationery, publications and membership forms

17. Co-ordinate with other Patoss Office Administrators on projects

18. Any other duties – to carry out such other duties as may be reasonably requested. 

PERSONAL SPECIFICATION

The successful candidate should be able to demonstrate the following:

1. Good organisational and administrative skills

2. Possess good communication skills

3. Possess good telephone manner

4. Have the ability to work with others

5. Have good experience with wordprocessing, databases and spreadsheets

6. Have the capacity to organise a varied work load

It is desirable that the successful candidate should:

1. Have an interest in developing their knowledge of word processing, spreadsheet and database applications

2. Have several years experience of working in a busy general office.

CONDITIONS OF SERVICE

The person appointed to this post will serve under Conditions of Service applicable to Patoss Staff.  Comprehensive details of Conditions of Service will be provided to the successful applicant upon appointment.  As a guideline the post holder will be expected to 

· Work for 22 ½  hours per week

· Be entitled to 20 pro-rata working days leave plus 12 bank holidays and additional days, rising to 25 working days plus 12 additional days after 5 years. Holidays are taken by arrangement with the Chief Executive of Patoss

· The appointment will be subject to a satisfactory medical report and police clearance. Patoss has an equal opportunities policy and a no smoking policy.
APPLICATION PROCEDURE

Completed application forms should be returned by by 3rd February 2012 to Mrs Ruth Shearn, Company Secretary, Patoss Ltd. % South Worcestershire College, Davies Road, Evesham, Worcestershire, WR11 1LP.


**  PLEASE NOTE **





Candidates who do not receive an invitation to interview within four weeks of the full advertisement being placed are asked to assume that they will not be called.  Full consideration is made to unsuccessful candidates.  If you require confirmation of receipt of your application form, please enclose a stamped addressed envelope.
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