EOTHEN HOMES LIMITED 

JOB DESCRIPTION

Role 
Office Administrator 

Organisation
Christian Charity providing residential care for older people  
Reports to


Chief Executive
Purpose of the role

To provide efficient and effective administration support and general office duties to the charity’s head office and care homes.
Responsibilities
1. Administration 
· Provide general administrative support, including typing letters, updating procedures, revising forms and memos.
· Maintain accurate records, databases and filing system (electronic and paper)

· Prepare reports, letters and internal communications (laminating & binding)
· Ensure head office is organised, tidy, clean and fully equipped.
2. Recruitment, staff and training
· Assist with recruitment administration and monitoring.
· Post jobs and arranging interviews.
· Maintain staff records, including DBS checks, training logs and contracts.
· Employee letters and correspondence
3. Communication
· Professionally respond to and take enquiries by email or written correspondence daily.
· Screen telephone calls in a friendly and helpful manner, giving such assistance as required. 
· Process incoming and outgoing mail.
· Support internal communication in head office and care homes.
· Report any complaint or problem to the Chief Executive

4. Operational Support
· Assist care home managers with day-to-day administrative tasks.
· Provide administration support and assistance to the senior management team.
5. Other Supportive Duties
· Process and check invoices, scanned ready for payment. 

· Book travel and accommodation for trustees and other staff
· To provide cover for holidays, sickness absence and vacancies of other admin staff in head office
· Arrange and attend meetings, take minutes and follow up on actions, if required
· To carry out such duties that may be reasonably requested by the senior management team.
It is in the nature of the work of Eothen that tasks and responsibilities are in many circumstances unpredictable and varied. All staff are therefore expected to undertake work which may not be specifically covered in the job description. These additional duties will normally be compatible with regular responsibilities and duties. If the additional responsibility or duty becomes a regular or frequent part of the staff member’s job, it will be included in the job description in consultation with the member of staff.

Person Specification:
Qualifications & Experience

Essential
· Previous administrative experience
· Strong organisational and time management skills
· Excellent written and verbal communication
· Proficiency in Microsoft Office (Word, Excel, Outlook)
· Ability to manage confidential information with discretion.
Desirable

· Experience working in a care home or healthcare setting.
· Familiarity with HR or invoicing systems
Skills & Attributes

· Detail-oriented with a high level of accuracy.
· Ability to multitask and prioritize workload.
· Self-motivated

· Professional, approachable and reliable

· Ability to work independently and as part of a team.
· Flexible to travel and support care homes, if required

Ethos & Values

Committed to supporting charity’s Christian ethos and values, showing respect, kindness and compassion in daily practice. Maintaining professionalism and confidentiality at all times, whilst making a positive contribution to the organisation.

Job Description accepted and agreed by Employee:
Signed ……...................................................................   Date ………………………………
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