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Office Administrator 

Job Description


General Information

Title:                     Office Administrator

Job Base:             London SE1 

Salary:	   £29,000 per annum (pro rata if part time)

Hours of Work:    3-5 days per week 

Reports to:           Office & HR Systems Manager


About this role

The Office Administrator plays a central role in the running of HCT’s Head Office, working with our London team and our staff based across the UK. This role will provide general administrative support, with specific responsibilities around organisational governance and performance reporting, the administration of our national volunteering programme, and assisting with occasional finance administration.

Successful applicants will have excellent people skills, good numeracy and administration expertise including managing databases and using Microsoft Excel and Outlook with fluency.   


About The Hepatitis C Trust  

The Hepatitis C Trust (HCT) work with people who have health problems and struggle to access care, including people who have had hepatitis C, experienced homelessness, experienced criminal justice systems and/or have injected drugs. 

We were founded in 2001 and have grown to become one of the largest lived experience organisations in the UK, delivering outreach-based health services in prisons and communities across England as well as in parts of Scotland and Wales. 






Key Responsibilities

1 Office Administration
1.1 Develop and maintain strong working relationships with HCT staff and volunteers across the UK.
1.2 Provide cover and support for the Office & HR Systems Manager when they are not working or when they are on holiday, answering telephones, booking staff travel, arranging meetings and other activities as required.

2 Governance and Finance Administration
2.1 Manage key organizational databases and registers, ensuring these are accurate and up to date:  
· Incident management database: ensure incident reports are logged and responses to effectively, working with the Director of Operations and Safeguarding Leads
· Risk Register: Working with HCT’s Leadership team, ensure the corporate Risk Register is regularly reviewed and updated 
· Policy Register: Manage HCT’s Policy Log, ensuring organisational policies and reviewed and updated as required 
· Performance & Operations Reporting: Maintain HCT’s quarterly Organisational Performance report, compiling key data on programme and operational performance for national management review meetings 
2.2 Audit 
· Support HCT’s Director of Finance and Contracts, Finance Manager and CEO through the organisational Audit process
· Working with HCT’s IT team, ensure corporate cybersecurity requirements are managed across the year
2.3 Support the Finance Director to ensure financial administration is consistently undertaken, supporting key finance administration tasks on an ad-hoc basis as required (for example when the Finance Manager is on leave) 
2.4 Support organisational governance around data protection and GDPR, taking in active role in ensuring data is managed well including undertaking Data Protection Impact Assessments (training can be provided)


3 HR Administration
3.1 HR System Administration: Be the organisational point of contact for Breathe HR, HCT’s HR administration system, maintaining the data on the system, ensuring all information is up to date and accurate; and supporting system developments such as the inclusion of mandatory training monitoring.
3.2 Staff support: support staff to self-serve on Breathe HR through coaching and upskilling; supporting line managers with queries and technical skills.  
3.3 Induction: Hold induction meetings and check-ins with new starters. Monitor new starters’ probationary periods, ensuring that supervisions and appraisals are carried out by line managers and any support needs addressed. 
3.4 Exit management: Ensure leavers are processed correctly, including updating their records within Breathe, HR and staff and line managers are aware of holidays owed/overbooked, staff receive end of employment letters and exit interviews; liaise with payroll re: holiday management for leavers. 
3.5 Performance management: support managers to log the date of all appraisals on Breathe HR. Raise concerns to HR Advisor / DCS where line managers are not carrying out appraisals. Ensure line managers are carrying out appraisals every 12 months. 
3.6 Leavers: Support the staff leavers’ process by carrying out exit interviews with staff during their notice period as appropriate. Ensure leavers’ checklist is completed with all staff who have left, including the return of equipment and the removal of access to our systems. 
3.7 Training: Maintain and monitor staff training budgets for the financial year. Ensure mandatory training is completed annually by all staff. 

4. Volunteer HR and Volunteer Management

4.1 Volunteer HR: support the National Volunteer Manager with administration and HR services in relation to the management of volunteers within the organisation, for example performance management, updating policies and procedures for our volunteers, learning & development and inductions. 
4.2 Safeguarding: Process Volunteer DBS checks. 

5. 	Further Information

5.1 		The post holder must carry out duties and responsibilities with due regard to the HCT’s equal opportunities policies and procedures.
5.2 	The post holder must ensure that personal information for volunteers, members of staff and all other individuals is accurate, up-to-date, kept secure and confidential at all times in compliance with the General Data Protection Regulations (GDPR) and the common law duty of confidentiality.  
5.3 	The post holder is expected to take responsibility for self-development on a continuous basis, undertaking on-the-job and other training as required.
5.4 	The post holder is required to familiarise themselves with and comply with HCT policies and procedures.
5.5 	The post holder must be aware of individual responsibilities under the Health and Safety at Work Act and identify and report as necessary any untoward accident, incident or potentially hazardous environment.
5.6 	The post holder may be subject to checks by the Disclosure and Barring Service (DBS).  

This job description is intended as a guide to the main responsibilities of the post and not as an exhaustive list of duties and tasks. The post holder may be required to undertake other duties appropriate to their grade that are not listed above. 



Office Administrator – Person Specification


Essential skills and abilities: 
· Strong interpersonal skills, including the ability to form great working relationships with colleagues in the office and those working remotely 
· Excellent oral and written communication skills.
· Strong IT skills including MS Office applications (particularly Word, Excel, PowerPoint and Outlook) and willing and able to acquire new IT skills.
· Ability to create and maintain basic databases
· Ability to work both independently and as part of a team.
· Strong organisational skills and attention to detail.
· Excellent organisational and administrative skills 

Essential experience: 
· Administrative / office support experience
· Experience of maintaining information systems (e.g. databases using Microsoft Excel or other software).

Essential knowledge, values, education and training: 
· Commitment to diversity and tackling inequality 

Desirable skills, experience and knowledge (these things are not essential for the role, but would be helpful):  
· Qualifications and/or training in governance, data protection, finance and/or HR or similar relevant field
· Experience of finance, governance, data protection and/or HR administration or of supporting this area of activity
· Experience organising events or meetings.
· Experience of working in the Charity or Third sector 
· Knowledge of finance, governance, data protection and/or HR processes and regulations 
· Knowledge of hepatitis C, affected populations, health and/or social care.
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