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Client Support Team

Administrator
£35,000 (pro rata) 
Job Description

Reporting to the Client Support Manager, the role of the Client Support Team Administrator will be to provide administrative support to the Client Support Team. The post is currently based at 183 -185 Bermondsey Street, SE1 3UW or at other locations as required. This post is Part time with a 28 Hour week.

Accountability

The Administrator will work as part of ScotsCare’s Client Support Team accountable to the Client Support Manager who is in turn accountable to the Chief Executive. 

The key responsibilities of the post will be to:
· Provide all aspects of administrative support to the Client Support Team.

· Provide general administrative support to the wider organisation.

Tasks will include:
· Operation and maintenance of Client Support Team databases in particular Salesforce.

· Proficient with Microsoft Word and excel.
· Maintenance of electronic and filing systems. 
· Administration and management of the casework process
· Taking and writing-up of the minutes for the Welfare sub-Committee.

· Collation and maintenance of Welfare sub-Committee records and policies. 

· Liaison with Trustees.

· Administrating and managing the client payment process including liaison with the finance section.
· Arranging purchase orders for the delivery and installation of white goods.
· Arranging deliveries with clients and ensuring information is passed on 

· Making amendments to standing orders for Regular Allowance payments.

· Liaising with clients and businesses over the telephone.
· Assistance with the organisation of social and public relations events arranged by ScotsCare.
· Acting as back-up Receptionist if required.
· Acting as back-up office mail distributor within the organisation. 
· Any other duties, commensurate with the level and responsibilities of the post.

Person Specification

Essential
Have previous experience with Salesforce and other online processing
Excellent written and oral communication skills.

Excellent numeracy skills.

Administrative skills that demonstrate the ability to organise and manage 

workload to deadlines.

Conversant with Microsoft Office, ie: Word, Excel, Access.

Interpersonal skills, which facilitate client co-operation.

Team Player.

Compassionate approach to clients

Willingness to undertake training.

Empathy for and commitment to the charity’s values.

Desirable
Previous experience of working in the charitable sector.

Able to communicate well at all levels of the organisation’s hierarchy.
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