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JOB DESCRIPTION & PERSON SPECIFICATION





Job Title		Admin Support Worker

Salary		National Minimum Wage 

Hours			10 hours per week; 2 days per week - days to be agreed.

Responsible to	Director

Job location		Money Advice Plymouth, Plymouth, PL3 4DT.

Job Purpose	To provide administrative support and assistance to the Debt Advice team; along with day-to-day office support to other Homemaker staff when required, with due regard to the policies and procedures of the organisation.


Duties will include, but not be limited to
· Data Entry
· General Administration Duties
· Preparing accurate paper records and electronic files
· Answering the phone
· Making phone calls to clients and commissioners.
· Dealing with queries, these could be by email, phone or face to face.
· Postal Duties
· Creating and updating records using in-house computer systems and Office 365
· Maintaining of manual and electronic records
· Uphold the aims and principles of the organisation. 
· Comply with all the organisation’s published policies and procedures with attention to Health and Safety, Risk Management, Confidentiality, and Equal Opportunities.  
· Comply with organisational, statutory and legislative requirements. 
· Attending meetings as required by manager. 
· Participating in staff development programmes, supervision and performance management meetings. 

Required Skills
· Good, accurate data entry skills
· Excellent communication skills both verbal and written.
· Good strong working knowledge of Microsoft Packages
· Ability to follow instructions.
· Ability to work as part of a team but also able to work independently.
· Attention to detail and ability to prioritise workload.
· Ability to maintain confidentiality and appropriate professional boundaries.
· Ability to work in an enabling and non-judgemental way with people from a wide range of backgrounds.


This job description/person specification provides an indication of the roles and responsibilities of the post.  It should not be construed as an exhaustive list of the duties the post holder may be asked to undertake.  It may be re-negotiated as the organisation develops.


REHABILITATION OF OFFENDERS ACT 1974
Because of the nature of the work involved in this post, this post is exempt from the provisions of the Rehabilitation of Offenders Act 1974.  It is a condition of employment that all convictions are disclosed in advance. The role is subject to 3 years referencing and an Enhanced DBS check.
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