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JOB DESCRIPTION

Job Title	Administration and Referral Officer

Location	First Floor Offices, Inverness Ice Centre, Inverness, IV3 5SR

Reporting Lines	Deputy Manager

Hours of Work	16 hours per week

Salary	£12.60 per hour (National Living Wage)

Job Purpose		To actively contribute to the provision of a high quality advocacy service across Highland area by providing an effective administrative service to Advocacy Highland, and assisting with processing referrals.

Main duties and responsibilities 

· To provide an effective administrative and clerical service to the organisation.

· To assist with the smooth operation of the office and communication systems.

· To act as a welcoming first point of contact for people reaching out to the organisation.

· To take enquiries and receive incoming referrals via telephone and email for the service and disseminate these appropriately throughout the organisation.

· To handle incoming and outgoing mail, both in physical and electronic formats.

· To conduct yourself in a professional manner whilst recognising and valuing the unique backgrounds, perspectives and needs of each service user, ensuring that all interactions are inclusive and considerate.

· To assist with the collation of statistical records and production of reports.

· To assist with the production and dissemination of newsletters and other updates.

· To assist with the maintenance and development of the organisations Social Media presence, proposing new and exciting ways to engage with the public.

· To assist the Deputy Manager by gathering and checking staff and volunteer expenses claims.

· To arrange and participate in events, meetings, and conferences as required, being the central point of contact, taking minutes where necessary.

· To contribute to the overall development of the service offered by the organisation.

· To undertake relevant training as required and commit to continued professional development.

· To undertake any other reasonable duties or tasks as required.


This job description is subject to review by the organisation at any time.  This might include an increase to the working hours stated.

Person Specification

Administration and Referral Officer

In order to undertake this role the post holder should possess and be able to demonstrate:-

	
ESSENTIAL REQUIREMENTS
	
DESIRABLE REQUIREMENTS

	
1. Good general education to Higher Grade/A-level or similar.
1. Previous experience of working in a busy office environment.
1. Excellent IT skills
1. Experience of MS Office including Word, Excel, and Outlook.
1. Experience using various office equipment.
1. Experience of both physical and digital filing systems.
1. Experience of record keeping and creating reports.
1. Experience with Social Media platforms and other methods of networking with the general public and stakeholders.
1. Excellent communication skills, good listening and interpersonal skills, a positive attitude and the ability to communicate with a diversity of people.
1. Ability to adapt communication style depending on the audience.
1. Good organisational skills and the ability to work on own initiative.
1. Self-motivation with an ability to prioritise and organise work under pressure.
1. Ability to work flexibly across a range of different tasks and to operate as part of a team.
1. Ability to work with confidentiality and sensitivity.

	
1. Further qualifications in administration, customer service, communications or similar.
1. Experience of working within the Third Sector, with community groups and volunteers.
1. Experience of working with people with mental ill health,  Autism Spectrum Disorder, Dementia or learning disabilities.
1. Experience of working with people who are vulnerable or who have additional support needs.
1. Minute taking and meeting or event organisation skills.
1. An understanding of independent advocacy and the ability to explain this.
1. Understanding of GDPR legislation and data protection.
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