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    Karmand Community Centre
	POST TITLE:
	Administrative Assistant
	
	POST REF.:
	Adm01


The following information is provided to help staff joining the Karmand Community Centre to understand and appreciate the work content of their post and the role they are to play in the organisation.  However the following points should be noted.
1. Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings therefore may have been used, in which case all the usual associated routines are naturally included in the job description.
2. Officers should not refuse to undertake work which is not specified on this pro-forma but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed.
      3.   Karmand Community Centre is an Equal Opportunities employer.
PRIME OBJECTIVES OF THE POST:

To provide administrative support to the training provision at the centre and organise courses. 

To provide an efficient and effective clerical and administrative support to the project and all its staff and service providers at the centre and to facilitate the efficient implementation of their duties and responsibilities in meeting the needs of the community using the centre.

SUPERVISORY/MANAGERIAL RESPONSIBILITIES:

No direct responsibility but supervision of trainees/placements as required.
SUPERVISION AND GUIDANCE:

Directly responsible to the Centre Manager on a day-to-day operational basis within the overall organisational objectives laid down by the Management Committee. Expected to work on own initiative but referring complex matters for guidance to Centre Manager or Senior Staff at the Centre. 

RANGE OF DECISION MAKING:

Routine decisions within well-defined guidelines.

RESPONSIBILITY FOR ASSETS, MATERIALS ETC:

Responsible for materials and equipment in the office and for the training provision, petty cash or any other cash received for banking, confidential information relating to clients, users or trainees. Responsible for collection and return of all staff time sheets, and any other returns required by the local authority or funders.
RANGE OF DUTIES

1. To provide efficient clerical and administrative support to the Centre and its staff including word processing, reception duties, photocopying and maintenance of filing systems, answering telephone, providing efficient office cover, taking messages, taking notes of meetings as required, assisting in the basic operations of book keeping, postage and petty cash handling, receiving monies for banking and going to the bank to deposit it for the centre.

2. To be responsible for the setting up, development and maintenance of appropriate filing systems and records, and to keep and maintain student/trainee records, also to collate accurate and tidy information, notices and leaflets concerning the centre and its operations.

3. To be responsible for the typing of reports, general correspondence, keying in accounting information on computer accurately, and their reproduction involving the use of office machinery i.e. photocopier, computer etc.

4. To assist tutors in the administration of training provision at the centre.

5. To be responsible for the general administration, monitoring and time tabling of courses, advertising and publicity of training provision, and assist the centre manager in the recruitment and selection of volunteers, tutors and course participants. 

6. Arrange to obtain statistical information and reports from the students, tutors, and other learning providers, (where appropriate) collate them and forward them in the format required by the local authority and the funders.

7. In the event of some courses being run in the evening then the post holder will provide administration support as required at the centre. 

8. Maintain inventories of stock and materials, informing and assisting the centre manager and the tutors to replace and replenish when necessary.

9. To assist or participate in administration of other activities at the centre as required (e.g. summer play schemes, open day, events, or any other day to day activities at the centre.) 

10. To provide clerical support to the Management Committee on matters relating to the centre.

11. To act as central contact point and disseminate information about the project, its courses, and its timetable to the general public and trainees.

12. To use bilingual skills and translations skills in communicating fluently with clients of the centre and giving basic advice and/or filling in simple forms for clients under the guidance of centre’s advice workers.

13. To participate in staff training and personal development sessions, in line with staff training actions plans.

14. Prepare and submit periodic reports and statistical returns on performance of projects to the co-ordinator, local authority, other statutory agencies, and funders for monitoring based on information provided by the tutors.

15. To carry out any other duties as may be reasonably required. 
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          Karmand Community Centre
PERSONNEL SPECIFICATION

Post Title:
Administrative Assistant











Post Reference:

	Summary of Job  
To provide an efficient and effective clerical and administrative support to the project and all its staff and service providers at the centre and to facilitate the efficient implementation of their duties and responsibilities in meeting the needs of the community using the centre. To provide administrative support to the training provision at the centre and organise courses as required. 


	Karmand Community Centre is an Equal Opportunities Employer and requires its employees to carry out its policies concerning racial and sex equality and the rights of people with disabilities both in terms of equal opportunity for employment and access to its Services.  



	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Experience


	2 years experience of general office duties, record keeping, filing, word processing, general administration, answering telephone and ability to organise and administer courses.
	Experience of using spreadsheets, database systems
	Application form

interview

	Qualifications


	Qualification in Word processing (RSA 1 or equivalent) and GCSE or equivalent in Maths and English

Btec or equivalent
	RSA II word processing or equivalent
	Application form

Certificates

Test

	Training


	Prepared to undergo further development as operational needs require.
	Office skills training
	Application form

Interview

	Special 

Knowledge


	Experience of working with people from different Asian communities.
	Must be able to speak a South Asian Language. Knowledge of Equal Rights policies.


	Application form

Interview

test

	ATTRIBUTES
	
	
	

	Circumstances -

Personal


	Must be eligible to work in the UK. Prepared to work unsocial hours according to the needs of the centre.
	
	Sight of appropriate specified document

Application form

Interview



	Disposition,

Adjustment,

Attitude


	Neat and tidy approach to work – Enjoy routine repetitive work
	
	Application form

interview

	Practical

Intellectual

Skills


	Must be literate and numerate. Accurate note, message and minute taking – must be able to spell. Be able to keep book- keeping records, handle and administer petty cash. Able to submit accurate statistical and other form of monitoring returns.
	Polite and helpful telephone manner
	Application form

Interview

Test

references

	Physical/

Sensory


	Must be able to perform all duties and responsibilities in work location with reasonable adjustments where appropriate, under the provision of Disability Discrimination Act 1995
	
	Information supplied by applicant prior to or during the selection process.

	Equality


	Candidates should indicate an acceptance of and commitment to the principles underlying Karmand Community Centre’s Equal Rights policies and practices.
	
	Interview


