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Job Description 

POST TITLE:
Administration Assistant
PURPOSE OF POST:
To provide administration support to Dundee Volunteer and Voluntary Action staff, contributing to the smooth running of the organisation. You will provide support and administration services for meetings, both internal and external.
RESPONSIBLE TO:
Dundee Volunteer and Voluntary Action Board of Management through the Office Manager  
MAIN DUTIES:

Provide an efficient, effective and comprehensive administration service including: 

· Acting as first point of contact for telephone calls, responding to queries, directing calls to the appropriate staff members and taking messages. 

· Maintaining electronic filing systems, ensuring effective information access, retrieval and record input and maintenance. 

· Providing support and administration services for meetings and events on MS Teams and at various sites across Dundee.  This may involve some evening work. 

· Providing support for HR services, working with confidential documents.

· Providing support for financial services, including inputting financial data and processing invoices.

· Purchasing supplies.

· Assisting with content collation and production of email bulletins and newsletters. 

· Assisting with basic website administration and updates. 

· Assisting with production of simple publications. 

· Undertaking any other duties appropriate to the post and in accordance with the needs of DVVA. 
The post holder may be required to work at any of the three premises of the organisation but will be based at Number 10, Constitution Road, DD1 1LL.
OTHER DUTIES

The job description is a broad picture of the post at the date of preparation.  It is not an exhaustive list of all possible duties as it is recognised that jobs change over time.  Should the duties change radically then the post and grading will be reviewed.

CONDITIONS OF SERVICE

· These are set out in the organisation’s staff handbook.
· All staff meeting the qualifying criteria may join a defined contribution pension scheme provided by TPT Retirement Solutions. 

· The organisation has an equal opportunities policy and seeks to be an equal opportunities employer.
SALARY: £18,298 - £19,890 pro rata
HOURS OF WORK: 25 hours per week, to be worked in accordance with DVVA Conditions of Service.
ANNUAL LEAVE: 21 days per annum on appointment increasing each year by 1 day to a maximum of 25 days, plus 6 public holidays, plus 5 days Christmas closedown (pro rata).

TRAINING: Staff may make application to pursue appropriate training. 
JOB DESCRIPTIONS are reviewed from time to time.
Person Specification

Administration Assistant
	
	Essential 
	Desirable 

	Professional/Educational Qualifications
	
	

	Business Administration 
	
	√

	ECDL
	
	√

	Knowledge and Understanding 
	
	

	Experience in Business Administration
	√
	

	Experience
	
	

	A proven track record in administrative work 
	√
	

	Experience with general administrative duties including filing, data inputting and word processing 
	√
	

	Minute taking experience 
	
	√

	Good IT skills including proficiency in MS Word and MS Excel and e-mail systems.
	√
	

	Skills and abilities
	
	

	Good literacy and numeracy skills
	√
	

	Good organisational skills 
	√
	

	Good interpersonal skills 
	√
	

	Good telephone skills
	√
	

	Ability to engage with a wide range of people 
	√
	

	Ability to arrange events & meetings
	√
	

	Ability to working in a team as well as own initiative
	√
	

	ICT skills especially MS Office
	√
	

	Ability to work to deadlines
	√
	

	Website administration 
	
	√

	Personal Qualities
	
	

	High level of motivation
	√
	

	Clarity of purpose
	√
	

	Non-judgemental
	√
	

	Any additional job-related requirements
	
	

	Flexible approach to working which may include occasional evening and weekend work
	√
	


