[image: image1.jpg]>4

apex

scotland




JOB DESCRIPTION 

HEAD OFFICE ADMINISTRATOR
QM/LEVEL2/EMPLOYEE INFORMATION/6.1.31
  REVISION 05


January 2020
	
	
	DATE
	
	
	
	DATE

	Responsible Person:
	HR Officer
	
	
	Change Note Number:
	04
	

	Authorised:
	CMT
	
	
	Responsible Person:
	HR Officer
	

	Approved:
	Quality Group
	
	
	Authorised:
	CMT
	

	
	
	
	
	Approved:
	Quality Group
	

	
	
	
	
	Change To Page(s)
	1
	


1.  Purpose:

1.1 To give staff a clear understanding of the duties and responsibilities of their role within Apex Scotland.

2.  Scope:

2.1
All staff and potential employees.

3  Accessibility:

3.1
This policy is written in English but can be translated into Community Languages and also large print and audio for people with sight impairments and hearing difficulties.
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JOB DESCRIPTION
Post:
Head Office Administrator

Responsible to:
Central Support Manager / HR Officer
Location:
Head Office

Purpose of Job:
To deliver a service to those accessing training and central support services, whether employed by the organisation or not, in accordance with the philosophy and policy of Apex Scotland and any agreements between Apex Scotland and the appropriate bodies.

To ensure the effective use of the resources of Apex Scotland in those accessing training and central support services including staff, volunteers, and service users which may include offenders, ex-offenders and young people at risk.


To ensure the effective presentation of Apex Scotland to all those in contact with the organisation such as local employers, prisons, referral agencies, social work departments, employment services, training providers and other appropriate bodies.

Areas of Responsibility and Authority:
Service Specialism:
To provide and co-ordinate an efficient administration and secretarial service to Apex Scotland’s head office and training team.

To maintain head office filing, recording, auditing and HR systems, both computer based and manual.

To deal with all general enquiries from the public, professional agencies, employers, service users, and other appropriate bodies.

To provide a standardised central support service for all regional units.


To ensure staff and visitors to head office receive excellent customer service in person and over the telephone.

Operational:
To participate in ensuring that the team works effectively with each member being given the opportunity to participate in decision making and service delivery.

To assist the Human Resources Officer with the administration of the human resources function for the organisation.  This will include producing letters, checking and filing paperwork, recording of absence and other sensitive staff information, updating a staff database and assisting with the administration of our recruitment process.

To assist with the administration of the recording of information to ensure the accurate processing of individual training accounts and associated training courses.  This will include liaising with service users and other organisations on a regular basis.


To participate in the development of local initiatives through administrative support.

To participate in the monitoring of performance with regard to collation of data and unit statistics.

To participate in the setting and monitoring of targets and quality standards and to actively strive to reach the targets set.

To ensure Apex administration, across the board, reaches strategic aims and objectives.

To ensure the highest level of customer service is achieved at all times and assist with general office duties including filing, photocopying and keeping the place tidy and running efficiently at all times.


To participate in discussion and reach agreement with regard to TOIL, holidays and staff working hours to ensure adequate cover for service provision.

To fully participate in the delivery, monitoring and development of the services, policies, and practices of Apex Scotland as requested and required.
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