JOB DESCRIPTION FOR PART-TIME ADMINISTRATOR

Name of Employer:

Job Title:


Administrator
Number of Hours:

17.5 Hours per week
Overall purpose of the job 

To carry out all the tasks and duties required to ensure the smooth day to day running of the office, according to the vision and guiding principles of the Project.  To have an understanding and commitment to the principles of community development.  To work as a responsible member of the project team, participate in team meetings and have a willingness to participate in training.

Key areas of work

1. 
Reception Duties:

· Meeting and welcoming people;
· Answering telephone, taking messages and dealing with queries;
· Checking e-mail; 

· Giving out relevant information where appropriate.

2. 
Office Management:

· Maintaining the offices supplies and equipment; 

· Ensuring that the office system is effective and efficient; 

· Maintaining appropriate and accessible records and files; 

· Dealing with correspondence and post in conjunction with the Project Co-ordinator;
· Word Processing i.e. letters, reports etc.;
· To assist in any other duties as requested for instance, distribution and delivery of the Project newsletter, articles for Parish notes etc.
3. 
Book-keeping:

· Keeping accurate accounts, using manual and computerised systems;
· Dealing with wages, PRSI and PAYE and computerised payroll system;
· Banking;
· Preparing quarterly and annual accounts;
· Preparing monthly financial reports in conjunction with the Project Co-ordinator to the management team;
· Liaising with the auditor/accountant;
· Maintaining petty cash system. 

4. 
Premises:

· The management of the facilities and premises including organisation of maintenance, liaising with landlord and on occasion may have to assist in some cleaning duties;
· Maintaining the room hire system, responding to requests, handling keys, invoices, income etc.. 

· The Administrator will share equal responsibility for the management of office cleaning, storage of equipment, organisation of materials and photocopying on a daily basis.

5. 
Reporting Relationship:

· The administrator will be accountable for their work to the Voluntary Management Committee through regular meetings with the Project Co-ordinator;
· The administrator will report to the Project Co-ordinator and / or staffing sub-group;
· Attendance and participation in management committee, sub-group, and staff meetings as requested;
· To work in co-operation with the Co-ordinator and Development Worker;
· To assist in any other ad hoc duties as requested.
