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Administrative Assistant

Job description

Role description
· Salary: Grade D
· Location:   

· Line manager: Process Improvement Manager
· Department / Team: Support Office, Delivery
Role summary

To provide administrative support to Delivery Teams, in both external and internal activity. The role will work across all six Delivery Directorates, and will provide support to allocated Directors, as required.
Key responsibilities

· To co-ordinate the day-to-day activities of the Delivery Directors. To include diary management, management of email and other correspondence, administration of the travel and expenses.

· To provide support for the wider Delivery teams, as requested by Directors.

· To oversee the timely compilation and dispatch of agendas and papers for any internal / external meetings. 
· To provide secretariat support for internal and external meetings as and when required.
· To keep the charity's Customer Relationship Management (CRM) and other internal information management systems up to date.
· To assist in the organisation and running of external activities as required, to include school-based activity.
· To triage and direct enquiries from the public.

Person specification

Specific qualifications or experience required

· Experience of providing administrative support.

· Experience of office management systems and procedures
· Proven experience of prioritising workload
Specific/technical knowledge required

Skills and abilities

· Significant experience of office management systems and procedures
· Excellent IT literacy and keyboard skills
· Calm, professional and efficient manner, able to work well under pressure.

· Minute taking / distributing skills
· Proven ability to work collaboratively with senior colleagues
· Ability to facilitate, maintain and manage good working relationships.
This document does not form part of the contract of employment but does outline our expectations. If we need to amend this document in the future we will consult with the post holder before doing so. 
We make it possible for everyone to walk, wheel and cycle.
Because it changes everything. Our health. Our wellbeing. Our world.
www.walkwheelcycletrust.org.uk 
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