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Administrative Assistant Application Pack
Dear applicant,

Thank you for asking for this job pack.  

In this job pack there is: 
The job description
This tells you what the Administrative Assistant will be doing. 
The application form and monitoring form
All the information is to be returned to Learning Disability England by email to bridget.pike@LDEngland.org.uk 
We will only be short listing based on the information on the application form. Please do not send a CV but complete the application form.

We will need to have your application returned to us by 8am 4th May 2020
We will be interviewing on Wednesday 13th May 2020 via Skype/Zoom
We will only contact those people who have been successful. If you do not hear from us by 12th May 2020 you have not been successful in getting an interview.
You can find out more about Learning Disability England from our website: www.learningdisabilityengland.org.uk 
Please call me if you have any questions about applying for this role. My number is at the top of the letter.

Kind Regards and Good Luck, 
Bridget Pike
Office Manager 

	Job Description

	Job Title:
	Administrative Assistant (Temporary – Maternity Cover) 

	Accountable to:
	Formally: The Office Manager

Informally: our members and wider stakeholders

	Hours of Duty:

	Part time – 16 hours per week 

	Base:
	Home based until Covid 19 situation has resolved, then as agreed 

	Salary
	£19,000 pa pro rata (£8,106 pa for 16 hours)

	Role Summary

To support the Office Manager, to give excellent administrative support to all of Learning Disability England’s staff, volunteers, partners, customers and members. 

	Main Duties

· 1. Provide a quality telephone service to all callers 

· 2. Provide administrative services to the Learning Disability England including 

· 2.1 Maintaining membership records and communication 

Creating and keeping up to date databases

Signposting or responding to members’ questions

Create a regular newsletter in Easy Read or Plain English, and send out to our mailing group by paper copy or electronically

2.2 Supporting training, meetings or events

Creating and proof-reading flyers and invitations for Events

Creating booking links to our website

Booking venues for events and meetings

Booking travel for attendees and speakers 

Emailing invitations, reminders, agendas and information

Recording attendees and creating signing in sheets

Typing up notes and records of events in Easy Read or Plain English 

Attend events on occasion to support and take notes or minutes

· 2.3 Provide support to the Learning Disability England Team including 

Creating on-line surveys

Assisting with equipment failure 

Finding information and resources

· 2.4 Complete office duties including 

Answer Emails in a timely manner and source relevant information using your initiative 

Keeping filing systems up to date including paper copies and computerised records, in line with General Data Protection Regulation

Process Invoices for Payment both using BACs and Cheques, and keeping appropriate records in line with our Financial Rules

Order goods and services required for the office and team and keep records of assets

Update the Learning Disability England website and social media 

Create confidential reports, documents and presentations for Trustees, Representative body and Members

Support with maintaining staff records, payroll in the absence of the Office Manager

Attend meetings and provide accurate minutes where required

· 2.5 Working positively and safely

Lead as Fire Marshall and First Aider for the Office
Support the carrying out risk assessments for the office environment 

To work in line with the lletter and spirit of LDE’s policies and procedures, including (but not limited to) Equalities and financial issues.

Contribute to team meetings and the learning and improvement of Learning Disability England’s work



	Other issues

· The details contained in this job description, particularly the main duties, reflect the contents of the job at the date the job description was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change; existing duties may be lost, and other duties may be gained without changing the general character of the duties or the level of responsibility entailed.  

· Consequently, the Board of Trustees of Learning Disability England will expect to revise this job description from time to time and will consult with the post holder at the appropriate time.

· The nature of the job means that hours may need to be worked flexibly and this may include occasional weekend and evening work.




	Person Specification

This is a varied position and the experience and personal qualities required are key to the success of the organisation.  Please read the criteria carefully and demonstrate in your application how you meet the requirements of the role. 

	Factor 
	Essential requirements

	
	No specific qualifications are required for this post

	Knowledge and skills
	Essential

· Proven ability to schedule work, prioritise and manage a demanding workload.

· Proven ability to work on own initiative, being creative and thinking outside of the box to find solutions to problems.

· High levels of accuracy and attention to detail. Fast and accurate typing.

· Proven ability to use Microsoft Office packages.

· Proven ability to use e-mail (e.g. Microsoft Outlook, web-based email systems)

· Good verbal and written communication and interpersonal skills.

· Positive attitude, energy and commitment to work well as part of the team.

· Proven ability to encourage, develop and participate in team-working.

· Be empathetic and approachable 

Desirable

· Ability to create Easy Read information and documentation in clear and attractive formats.

· Certified First Aider and Fire Marshall



	Experience 
	Essential

· Proven administration experience 

· Proven experience of using administrative processes and procedures in support of a team or office

· Proven experience of finance processing and keeping appropriate records

· Experience of sharing IT skills with others, basic inhouse support and trouble shooting

Desirable

· Experience of buildings and equipment management

· Experience of managing health and safety

· Proven experience of Social Media including Facebook, Twitter and Instagram

· Experience of promoting and organising events

	Personal attributes
	· A passion for inclusion and a commitment to improving life with all community members and the values of Learning Disability England

· Positive attitude such as to develop successful working relationships within the organisation, with members and outside agencies.



	Special requirements
	Due to the small nature of the team and the project-based work that is undertaken it is likely that the post will develop over time and will need to provide cover and support to colleagues. 




General terms and conditions

This is a part time post of 16 hours a week.  

It is a temporary post, covering maternity leave.  

We anticipate that it will be for approximately a year, but this may well change
The post may involve working occasional weekends and evenings.  You may also occasionally be required to travel to events or meetings. This could mean travelling regionally or nationally in the UK.

The appointment will be subject to a six-month probationary period.

Salary is £19,000 full time 

There is a contributory personal pension. 

Holiday entitlement is 27 days plus Statutory Holidays for full time

Bridget Pike


Learning Disability England


Rose House


Preston Street
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