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Reports to: Partnerships Manager

Job purpose
 

Job description
Job title: Administrator

Hours:

Salary:

Location:

Contract:

37 hours per week

£23,700 per annum

Northampton

12-month Fixed Term Contract

Accountable for the efficient and speedy
completion of administrative tasks as
required to support the National Support
Services Team and on an ad hoc basis the
wider Services and Partnerships
Directorate.
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Main responsibilities
 – Fulfil information and literature requests

within given timeframes.

– Manage the stock of information resources
at internal and external locations. 

– Create and update records on the CRM
database adding and updating records and
producing reports. 

– Manage new referrals and send introductory
letters and General Data Protection Regulation
(GDPR) Forms. 

– Manage CRM updates to include sending
condolence letters.

– Creating and sending memory, treasure and
teenage boxes.

– Creating purchase orders and liaising with
suppliers to ensure the timely dispatch and
payment of services.

– Processing feedback forms from across the
National Support Services team as required.

– Updating SharePoint with information
relating to the National Support Services team
as required.

– Ensure confidentiality of records and
information relating to service users and staff
and volunteers is maintained, following MND
Association’s Confidentiality Policy and Data
Protection policy.

– Undertake any other task relevant to the job
purpose and ensure that all functions
performed reflect the Associations mission
and core values.
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Essential criteria
 – Experience in delivering excellent customer

service to both internal and external
customers.

– Excellent level of accuracy and attention to
detail and the ability to work to very tight
timeframes.

·Ability to organise, manage and prioritise own
workloads.
 
– Experience of operating in a modern digital
workplace with experience of online case
management systems and an understanding
of the importance of data quality and data
protection.

– Ability to use Microsoft Office, including a
working knowledge of 365 applications,
including Outlook and Excel.

– Knowledge of data protection and
safeguarding procedures and experience of
using these processes.
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