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	Administrative Assistant  – Job Description 
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Administrative Assistant Job Description
Purpose

To provide administrative support to the development of the business and management of the practice, including managing events, purchasing and images.
General Office Management
Welcome visitors to the office, answer the office phone and take messages as appropriate.

Keep the office clean and ordered at all times and if necessary, make sure others play their part. Ensure that the meeting room/meeting areas are clean and clear so that they provide a welcoming space for visitors and prepare visitor refreshments. Maintain the dishwasher in good working order and ensuring it is stacked and emptied at least once a day.
Make purchases to limits agreed with Practice Manager and Finance Manager to ensure the office is stocked with office supplies, stationery, furniture, PPE, IT equipment, stamps and software. 
Organise and keep stationary ordered and accessible, maintaining libraries and journals, including BS publications.
Set up new projects - folders, movement of information, both paper and electronic, from enquiry to project.
Manage and carry the project file archive process, ensuring files are pared down and archived. Ensure electronic and paper archives are retrievable and retrieve archive items as necessary.

Support the Finance Manager in managing credit card spend and other administration tasks as agreed.

Maintain and use CMAP as required eg enter contacts onto the database ensuring data is current, standardised and not duplicated.
Take responsibility for relevant folders on the server including tidying up the scan drive.

Support Engineers by carrying out searches (eg old maps, EH archive, Landmark Search) and present information in a report and or PowerPoint format.

Book office meetings, maintaining a meeting room calendar.   

Book CPD events and training courses for members of staff and set up CPD forms each year for each member of staff. Purchase food and set up lunch on weekly Monday CPD sessions.

Provide general “Word” back-up – format specifications and reports, correct grammar and spelling.

Use InDesign to prepare documentation including letterheads, compliment slips and business cards.

Book travel tickets including keeping Oyster accounts in credit.

Review recycling provisions from time to time and ensuring that we recycle all materials and office waste where possible.

Carry out general administrative work including filing, printing and binding, labelling files, filing cabinets.  Maintaining the photocopier and liaison with supplier.  Be the photocopier “guru” for the office and disseminate knowledge as required.

Event Management

Organise parties and other special events internally and externally as directed.  These will include:
· Sporting events, exhibitions, talks, parties etc.

· Engineer-led events (eg track cycling).

· Business day.

· Away day.

· Networking events.

Marketing Support

Provide weekly the OJEU long list to Business Development Manager.

Use Photoshop and Sketch-up to edit and improve photographic images.  Work with Business Development Manager on preparation of photographs for the website and input updates as required. 
Manage cameras and photographs, ensuring cameras are charged, locations are tracked, uploading images and selecting appropriate images for the image presentation folder.  
Keep Power Point presentations up to date with best examples of work for every project.  Prepare or tidy power point presentations for winning new business.
Assist in distribution and coordination of marketing materials including E-newsletter campaigns, cards, newsletters, brochures.

Company Accreditations including ISO9001 and IS014001

Assist with the administration of the Quality Management system ISO9001, and Environmental Management system ISO14001, including the relevant storage of up to date documents and the preparation of meeting minutes.  Specific examples of work will include:

· Sending out satisfaction surveys as requested by Business Development Manager.
· Purchasing sustainably as far is practically possible throughout year and calculate % of environmental purchases at year end.
· Calculate paper usage and mileage at year end.

Health and Safety

Undertake audit of the fire risk in the office and ensure filed by Practice Manager.

Assist with checking health and safety compliance as requested eg safe car use.

Key Relationships
Reporting to Practice Manager for prioritisation of weekly/daily tasks as required by them, Directors and Engineers.  There will also be a key relationship with the Business Development Manager for image management and production of promotion material, the OJEU long list and event organisation. 
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