WHITBURN AND DISTRICT COMMUNITY DEVELOPMENT TRUST
JOB DESCRIPTION 

	1. JOB IDENTIFICATION

	Job Title: 

Administrative Assistant 
Location: 

Whitburn, West Lothian
Responsible to:
Board of Directors  
Salary Scale: 
£15,015 per annum pro rata (funded to 31 March 2016)
Hours:

15 hours per week


	2.  JOB PURPOSE

	Working within the culture, ethos and philosophy of Whitburn and District Community Development Trust (WCDT) this role will deliver excellent administrative support and general assistance to the organisation.


	3.  ORGANISATIONAL POSITION

	


	4.  MAIN TASKS 

	· Provide administrative support to WCDT Board of Directors, Project Officer (Volunteering) and associated projects
· Co-ordinate the administration of the organisation’s services, events and supplies
· Provide meeting support


	5.  JOB ACTIVITIES

	· Maintain and collate information in accordance with organisation’s requirements 
· Minute meetings as required, providing accurate and timely notes and actions
· Type reports and a wide range of other correspondence.  File documents and maintain office procedures ensuring office is tidy and organised
· Distribute incoming mail and process outgoing mail

· Responsible for managing and reconciling petty cash
· Assist with events management and activities
· Responsible for maintenance of all office stationery, through the regular checking and ordering of supplies
· Ensure implementation of health and safety policy including recording and reporting of accidents and incidents and the maintenance of all first-aid boxes, through the regular checking and ordering of supplies
· Actively participate in performance review process
· Carry out any other duties as may be determined from time to time by the Director which may be reasonably required of the post holder relevant to the main purpose of the post


	6.  DIMENSIONS

	· This post is line managed by a Board Director and provides support to WCDT Board of Directors, Project Officer (Volunteering) and associated projects
· Regular ordering of office stationery and consumables


	7.  KNOWLEDGE, SKILLS AND EXPERIENCE

	· Demonstrable knowledge of administrative practices and procedures
· Working knowledge of the Microsoft Office suite packages 
· Developed planning and organisational skills

· Commitment to a high quality service

· Good degree of accuracy and attention to detail

· Good time management abilities

· Ability to prioritise and manage own workload and work on own initiative

· Developed oral and written communication skills

· A calm, logical and methodical approach

· Friendly and outgoing with the ability to interact positively with people at all levels


	8.  DECISIONS AND COMMUNICATIONS

	· Some of the workload is self generated with the majority issued by WCDT Board of Directors and Project Officer (Volunteering) 
· Provides and receives routine information orally, in writing or electronically to inform colleagues or external contacts


WHITBURN AND DISTRICT COMMUNITY DEVELOPMENT TRUST
PERSON SPECIFICATION

Administrative Assistant

	Attributes
	Essential
	Desirable


	Education, Qualifications                        and Training
	· Educated to SCE Higher level and/or a relevant secretarial or business administration qualification
· Demonstrable experience of using Microsoft Office Suite, email and internet


	· First aid certificate



	Skills, Abilities and Knowledge
	· Effective at managing own workload and working to deadlines with experience of working on own initiative and as part of a team
· Ability to organise, plan and prioritise own work and meet deadlines whilst remaining responsive to others

· Good verbal and written communication and interpersonal skills

	· Experience of web management and desktop publishing skills

· Ability to deal sensitively with those who are anxious or under stress



	Experience
	· Demonstrate experience of providing administration support in a small to medium sized, people focused organisation


	· Previous experience of working within a charitable organisation 

· Experience of the voluntary sector and/or volunteering
· Experience of organising events





	Personal Qualities
	· Highly proactive, motivated, positive and enthusiastic 

· Friendly and outgoing manner

· A positive ‘can do’ attitude


	· A commitment to working with volunteers

· A commitment to communities




Whitburn and District 


Community Development Trust 





Whitburn Older Peoples Partnership








Armistice Day Parade Group





Community Information and Support Service





Administrative Assistant


(this role)





Project Officer (Volunteering)











Whitburn and District Community Development Trust is a Company Limited by Guarantee 

registered in Scotland, Number SC368059 and a Scottish Charity, Number SC041122
Registered Office:  61 West Main Street, Whitburn, EH47 0QD 


