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	ROLE PROFILE

	
	
	
	

	Job Title:
	Specialist (Admin, Wise Steps)
	Department:
	Employment Services & Skills

	
	
	
	

	Job Holder:
	
	Date:
	May 2019

	
	
	
	

	1
	MAIN PURPOSE OF THE ROLE

	
	
To ensure that all administrative contract related processes and the projects funding obligations are met efficiently and effectively.  To provide general administrative support to the delivery of programme services. The postholder will be solely employed on the project.

	
	

	2
	SCOPE OF ROLE (Key Accountabilities)

	
	
· To comply with agreed procedures for operational delivery;
· To ensure all database(s) are updated accurately and timeously;
· [bookmark: _GoBack]To ensure all administration systems and procedures are kept up to date, accurate and relevant at all times;
· To communicate effectively with both internal and external colleagues;
· To monitor systems and action information to ensure compliance levels are met.

The post holder will:

· Provide general administrative support to operational delivery of project;
· Sort and distribute post;
· Monitor petty cash and complete additional orders;
· Maintain spreadsheets with data relevant to the contract;
· Respond to ad-hoc request for data collection from funder;
· Plan and organise diary to complete tasks;
· Maintain meeting room diary and provide support when meetings are held.

	
	

	3
	EXPERIENCE, QUALIFICATIONS AND SKILLS LEVEL

	
	
· Excellent IT skills, particularly Microsoft Office packages;
· Ability to manage a range of administrative tasks effectively;
· Ability to follow instructions;
· Excellent telephone manner;
· Ability to work within a pressurised environment;
· Excellent team player skills and ability to operate effectively using own initiative;
· Ability to format and present information in a professional manner;
· Accurate data input ability.

	
	

	4
	ADDITIONAL REQUIREMENTS

	
	
· Health, safety and wellbeing are key aspects of all posts and it is vital that the post holder has key responsibilities for promoting the health, safety and wellbeing of themselves, customers and colleagues;
· Role model for Equality, Diversity and Inclusiveness;
· Subject to appropriate security and background checks;
· Individuals are expected to behave in a manner that exhibits the Wise Group values of nurturing positive relationships, acting with integrity, driving growth and engaging through communication;
· Ability to work flexibly to meet business needs.
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