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	Job title
	Admin Officer (Corporate Resources) 17.5 hours
	

	

	Grade
	AP1
	

	

	Department & Post Ref
	Resources – R16
	

	

	Reports to
	Corporate Resources Officer
	

	

	Position Summary
Main job functions (Note: In addition to these functions employees are required to carry out such other duties as may reasonably be required.)

	
	To be responsible for providing administrative support to the Corporate Resources Team.
	

	

	Job Location 

	
	Stornoway
	

	

	Supervisory Responsibilities/Position in Structure 

(Attach outline organisation chart, appropriate.)
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Main Duties

	Duties/responsibilities (in order of priority)
	
	Key Results

	Prepare Annual Training Plan for the Partnership based on Training needs identified through the Staff Development Appraisal Process
	
	All Training Plan prepared and approved within deadline

	Co-ordinate Staff Development Process
	
	All SDA interviews completed within deadline

	Arrange training events for staff
	
	Training events arranged in line with Training Plan

	Provide assistance to the Corporate Governance Team arranging Board Training events
	
	

	Ensure that all expense claim forms for staff are checked and passed for payment within the required timescales
	
	Claims submitted within deadline

	Manage Board Room including booking and setting up the room for internal and external meetings
	
	

	Provide admin support to the Audit & Risk Committee including attending meetings to take minutes
	
	Accurate minutes and reports produced timeously

	Maintaining Risk Register
	
	Up to date Risk Register

	Providing admin support to the Health & Safety Committee
	
	Accurate minutes and reports produced timeously

	Assist with the management of the mail system including internal mail to Area Offices
	
	Efficient mail system

	To deputise for the Corporate Resources Officer during periods of absence
	
	Tasks undertaken in Corporate Resources Officer’s absence

	Support the team in managing performance against team and functional plans and targets
	
	Output of team improves against previous targets

	Provide support to the Corporate Resources Manager in their Data Protection duties
	
	Data protection requirements are met

	Support the Corporate Resources Manager in  the administration of contracts including the Tendering Process and maintenance of Tender List
	
	All Tenders issued in accordance with policy

	Maintain Tender Register
	
	Up to date Tender Register

	To undertake further duties or tasks which are compatible with the grade of the post that may be allocated by the line manager in the interest of the efficiency and effectiveness of the service
	
	

	
	
	


Criteria – Essential (E) and Desirable (D)
	Education & Qualification

	E1
	Good standard of education to Standard Grade or equivalent
	
	

	Experience

	E2
	At least 2 years of working in a busy office
	D1
	Working in a housing related office

	E3
	Administering Tender Process
	
	

	Knowledge

	E4
	High level of expertise in Microsoft Office packages including Word and Excel
	D2
	Implications of the Data Protection Act for Housing Associations

	E5
	Basic Health & Safety awareness
	
	

	Skills & Abilities

	E6
	High level of personal and written communication skills, appropriate to the need to communicate with a wide range of senior staff
	
	

	E7
	Good office management skills
	
	

	E8
	Ability to plan and prioritise work load and work with minimal supervision
	
	

	E9
	Ability to work effectively as part of a team
	
	

	Other requirements

	E10
	Willingness to train
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Admin Officer (17.5 Hours)
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