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JOB DESCRIPTION

Job Title:

Administrator (Reception)
Department:

Finance and Administration
Location:

St Loye’s Foundation
Reports to:

Senior Administrator
Main Purpose:
To provide efficient and effective administrative support to all operations.
RESPONSIBILITIES & DUTIES

· Provide front of house support to trainees, visitors and staff.

· Act as first stop information help desk for members of the public who visit St Loye’s Reception in person.

· Deal with outgoing and incoming post including franking post and maintaining franking machine

· Maintain internal telephone directory.

· Maintain Meeting Room bookings.
· Send faxes for staff as and when required.
· Provide administrative support to other departments and functions as requested by the Senior Administrator.

· Update Trainee Attendance Registers with new starters and leavers and any amendments of completion dates from Case Conference Minutes and Leavers LIst.

· Upon receipt of completed Trainee Medical Questionnaires, update details on individuals Assessment/IEP (Individual Employment Plan) .

· Assist in arranging the meet St Loye’s events.

· Insert personal information on Trainees IEP on receipt of application.

· Produce New Entry List and prepare Trainee files and IEP for New Entry day.

· Request New Entry Passwords from AME.

· Provide cover for the Trainee Travel and Support Administrator during periods of sickness/annual leave.

· Provide cover for all other administrators during periods of sickness/annual leave or as requested by the Senior Administrator.
KEY FACTORS
Employee Reports:
None
Financial Responsibility:
None (but they will be responsible for managing and administrating a budget spreadsheet)
Decision Making:
There will be decision making of which will be low risk, operational but could potentially have internal and external implications.
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