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JOB DESCRIPTION
	Job Title
	Administrator

	Location
	London – Building Centre, WC1E 7NT.  
Post Holder will be required to work at training centre in Bermondsey on a regular basis.  

	Reports to

	Administration Manager

	Hours


	Full Time  - Monday to Friday 9.00 a.m. to 5.30 p.m.


	Main Purpose of the Role:  (Job Summary)
To be responsible for assisting the Administration Manager in administering the core support functions of the Trust including finance, HR, health and safety, facilities and equipment management.  To provide administrative support to the project teams based at the head office in London and the Trust’s training centre in Bermondsey to ensure the smooth delivery of the Trust’s Budding Builders and Budding Brunels programmes.

	Key Tasks and Responsibilities: (Job Content)

Finance Administration:
· To check petty cash claims and staff expenses and process for payment in conjunction the Administration Manager;
· To process purchase invoices for payment; including scanning and emailing for coding and approval by the relevant budget holder;
· To raise sales invoices in conjunction with the Administration Manager and record on the sales invoices spreadsheet;
· To reconcile the credit card payments for the London office, and check the credit card reconciliation for Wales;
· To process cash and cheque receipts and pay into the bank in conjunction with the Administration Manager;
· To update the income spreadsheet in conjunction with the Administration Manager;
· To Process the Executive Director’s staff expenses;
· To input payments onto the online banking system for approval by the Administration Manager or Senior Management team;
· To export details of income received using online bank facility.
· To administer petty cash.
Procurement of office equipment and supplies
· To undertake a monthly stationery audit and procure stationery and equipment for London and Wales;
· Order business cards for all staff
· Order toner cartridges and toner waste bottles for the photocopier;
· In conjunction with the Administration Manager, to procure mobile phones, computer equipment and to ensure that the asset inventory is kept up to date.


	HR Administration

· To assist the Administration Manager with recruitment, which includes printing application forms for shortlisting and sending out reference requests;
· To update the DBS log in conjunction with the Administration Manager;
· To set up personnel files for new starters, and ensure that personnel records are kept to date;
· To set up new starters on the HR Toolkit;
· To undertake a quarterly audit of personnel files in conjunction with the Administration Manager.
General Administration

· To process incoming and outgoing mail;

· To book travel for the Executive Director and Operations Director;

· To act as the first point of contact; dealing with enquiries, transferring callers to the to the appropriate member of staff or take messages where appropriate;
· To photocopy, scan and file documents as required
· To assist the Administration Manager in keeping the office tidy, which includes ensuring that recycled waste is disposed of weekly and files are archived in order to be boxed and stored off-site
· To assist the Administration Manager in maintaining an up to date list of staff contacts
· To maintain the bursary spreadsheet;
· To maintain the CYT enquiry log; which includes chasing managers for updates;

· To attend monthly supervision meetings with the Administration Manager;
· To attend relevant training as identified by the Administration Manager and Operations Director.
· To carry out any other duties that may be relevant to the role. 
Project Support
· To assist the Administration Manager with producing financial claims for funders.
· To provide administrative support to the London Project Team and Budding Brunels Team.
This job description is not exhaustive.  The post-holder will be expected to adopt a flexible attitude towards tasks/duties to adapt to the changing needs of the business.  

	It is agreed that the above summary is a brief and concise description of the job.



	Job Holder: (Name/Signature)

	Date:
DATE:

	Approved By: (Name/Title/Signature)

	Date:
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