
 

JOB DESCRIPTION 

Job title:   Administration Officer 

Salary:  £20,000 (pro rata if part-time) 

Location:  Faversham or Ashford (flexible) 

Responsible to:  Service Manager 

Hours:  Full or part-time (negotiable)   

Job Summary 

To provide extensive clerical, administrative and organisational support to Salus. Ensuring the 

smooth running of the service as well as efficient communication networks with clients and 

customers. To ensure all support functions are effectively carried out. 

 

Main duties and responsibilities 

1. Act as a point of contact for Salus in a courteous, prompt, and efficient manner, in order to 
ensure that staff, service users and members of the public who contact Salus are dealt with 
efficiently and consistently. 

2. Produce all types of word processing, from handwritten and recorded sources, drafting 
routine correspondence on behalf of the Service Manager and/or other staff, and tracking 
responses to correspondence and other paperwork within appropriate timescales, in order 
to provide a reliable and high-quality service. 

3. Develop, maintain, and monitor all office systems, including the case management 
systems, both computerised and manual, checking that key documents are included and 
pursuing any missing documents, to ensure that systems are adapted to improve 
effectiveness in line with the Record Retention Policy, data protection and freedom of 
information protocols.  

4. Support the day-to-day clerical and administrative functions of the team/service where 
needed, in addition to the monitoring of e-mails and telephone messages for appropriate 
team members, and the processing of mail etc, co-ordinating with outside support services 
(e.g. IT, phone) to resolve issues, in order to facilitate the smooth running of the team. 

5. Arrange and co-ordinate appointments and meetings on behalf of the team leaders 
(including diary management) and other staff within the team, including large gatherings 
such as training and seminars involving external agencies and speakers, dispatching the 
relevant documents and taking minutes where required, to ensure that the whole process 
runs smoothly and that any action points are followed up at the end of the meeting. 

6. Update, modify and retrieve data on both manual and computerised systems, preparing 

standard and non-standard reports, cross-checking data held on different systems to 

ensure accuracy and developing new systems to meet information needs in order to 

provide accurate and reliable information, on which management decisions can be made. 

7. The post holder may, on occasions, be required to support the organisation in other 

venues. 



8. Any other duties which may reasonably be required by the Directors in line with the grade of 

the post. 

Person Specification 

 ESSENTIAL DESIRABLE 

QUALIFICATIONS GCSE (or equivalent) A-C grade in 
English and Maths 
 
Good general education 
 

Business Administration 
qualification 
 
ECDL or equivalent word 
processing qualification 

EXPERIENCE Experience working in an office 
environment. 
 
Organisation of meetings and events 
 
Taking minutes of meetings 
 

 

SKILLS AND 
ABILITIES 
 

High level of attention to detail 

Word processing skills – excellent 

working knowledge of Microsoft Word, 

Excel, and Outlook 

Audio skills, minute-taking 

Ability to act calmly under constantly 

changing high level pressures 

Organisational and time management 

skills and initiative. Ability to work under 

minimum supervision and work 

effectively to deadlines  

Excellent communication skills. The 

ability to communicate effectively with a 

range of people (e.g. senior 

management, staff, agencies, parents, 

commissioners) by phone and in person  

Ability to exercise tact and discretion 

when handling phone calls. 

Appreciation of the confidential nature 

of information 

The ability to support our external 
contractors to support IT systems 
 
 

 
 
 
 
 
 
 
 
 

 


