OFFICIAL

OFFICIAL

OFFICIAL

		UNLOCKING POTENTIAL
TRANSFORMING LIVES







	
	[image: Description: Description: http://dc1-hv-intranet1/wordpress/wp-content/uploads/2013/11/SPS-refreshed-logo-November-2013.jpg]

	

	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	Administration Assistant
	BCU Manager

	Location
	Department

	Low Moss
	General Office
	Hours of work
	Number of hours

	Normal Office Hours	35

	Job role status
	Is C&R/PPT a requirement? 

	Non-Operational	PPT
	Pay band 
	Does this role attract any additional allowances (e.g. on-call allowance, RRA)?

	B 	No

	Level of criminal records check required
	Any additional vetting requirements 

	Disclosure Scotland - Level 2 Check	Choose an item.


Job Description
	Job Purpose

	You will provide a quality administration service to support the business and directly contribute towards the provision of a high quality, responsive service to all customers. 


	Key Responsibilities of the Role

	1
	Undertake a wide range of specific and general administrative duties within case management. 

	2
	Co-ordinate, attend and take minutes of relevant meetings, ensuring that minutes are accurate, and action points are recorded. Ensure that minutes are completed within timescales and uploaded and shared with the appropriate individuals.

	3
	[bookmark: _Int_Rx1d5gN9]First point of contact for any queries made to the team by email, telephone or in person, ensuring these are dealt with in a timely and sensitive manner. 

	4
	Required to handle confidential information and follow correct administrative protocols and procedures. A Knowledge and understanding of General Data Protection Regulation (GDPR).

	5
	Carry out appropriate level of record keeping/ filing to ensure secure storage and maintenance of data. 

	6
	Candidate must be willing to gain knowledge and understanding of all administrative duties conducted within the department to provide assurance that all areas always remain fully operational.




Person Specification
	Criteria
	Essential or Desirable

	Qualifications

	Minimum of two National 5 at Grade C or above (or 
equivalent), which should include English and Maths/Arithmetic or relevant experience within a similar role / environment. 

	Essential
	Knowledge, Skills & Experience

	An understanding of general administrative duties within a busy office setting with an understanding of GDPR and an outline of what skills you will bring to the role.
	Essential
	Competent in the use of Microsoft packages including Excel, Word, and Outlook.
	Essential
	Well-developed written and oral communication skills across a wide range of media including email, telephone, minute taking and report writing.
	Essential
	Accurate and sound analytical and numerical skills.
	Essential
	Behaviours

	Listen & Communicate	Essential
	Accountability & Initiative	Essential
	Plan & Organise	Essential
	Choose an item.	Choose an item.


Selection Methods
	Selection Methods

	1
	Competency Sift at Interview

	2
	Interview
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