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JOB DESCRIPTION



	Job Title:

	Senior Administrator (London)

	Category of Staff:
	Employee

	Grade:
	6

	Reporting to job title:
	Officer Manager

	Number and Job titles of people reporting to this role;
	Senior Administrator

	Department:
	LON

	Location:
	MGT

	Hours of Work/Working Pattern/Special Arrangements e.g term time only:
	36 FTE

	Full time equivalent salary:
	

	1.Overall purpose of the job and its primary objectives
	· To provide a senior administrative support for KIDS services within the London Region.
· To be present at reception and to provide an appropriate welcome to all visitors to the centre and to maintain a tidy and welcoming reception area
· To be first point of contact for all telephone callers and represent KIDS in an friendly and professional manner

	2. Key Relationships

Internal

· Responsible for any direct reports

· Details of team

· Details of main day to day contacts

External

· Main relationships externally and the impact of these relationships to the performance of KIDS


	Internal

· Office Manager

· Regional Director, Assistant Directors
· All Camden-based staff

· All London staff

· Finance and HR departments (Birmingham)
· All other Regional offices (occasional)
External

· Families 

· Disabled children

· Health professionals

· Education professionals

· Social Care professionals

· Other voluntary private and statutory organisations
· Any visitor/caller to the office



	3. Key Responsibilities and Duties

· Describe the roles accountability for operations, equipment, processes and projects

· Describe the tasks performed and how complex they are

· Describe what independence of action the role has

· Describe the level of responsibility and autonomy 
	Responsibilities
Day to day administration support

· To keep a welcoming reception area and report any Health & Safety issues to the Office Manager .
· To greet all visitors and callers in an appropriate friendly and professional manner and take accurate messages where necessary.
· To open, date-stamp and circulate incoming post and be responsible for the dispatch of outgoing mail.

· To collate weekly diary sheets of all London staff.

· To collate absence and sickness information across the region.

· To update, renew and establish where necessary general office management files.
· To update and maintain general internal information for circulation, eg. telephone lists, contact lists etc.

· To maintain London HR filing system and update any database as required.
· To update KIDS London (child information) database
· To produce a range of documents and photocopy as required.

· To order stationery and supplies on a monthly basis for London regional office and process orders for the project offices across London.
Processing of financial information
· To maintain peptty cash accounts for London region and make monthly reconciliations.

· To assist the Office Manager in the collection, authorisation and transmission of financial data to the Finance Dept in Birmingham on a weekly/monthly basis, principally
· Cash/cheque income

· Purchase ledger invoices

· Input casual worker payroll onto spreadsheet
· Assist with payroll enquiries from casual workers.

Recruitment and selection
· To assist in the recruitment process of staff across London from advertising through to issue of contracts, as directed by the Office Manager
Other duties

To attend meetings as required.
Autonomy
Will have an agreed level of decision making responsibility in the delivery of the service. 


	4. Working Context

· Indicate any specific physical or mental pressures of the work performed

· Describe the working environment and any unusual aspects of the role 
	Mainly office based with occasional travel within the region and to Birmingham.
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