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Hanover (Scotland) Housing Association Ltd
	JOB DESCRIPTION

	Position:
	Senior Organisational Services Administrator
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	Department
	Organisational Services
	

	Reports to
	Director of Organisational Services
	

	Grade:
	Grade 6
	

	Date:
	7 August 2015
	


Purpose of Job

To manage the secretarial and administrative support functions of the Organisational Services department.
1. Main duties and responsibilities
1.1 To ensure the adequate provision of administrative resources across each section of the department; ie Human Resources, Workforce Development, Health Safety and Wellbeing and Communications.
1.2 To ensure the Reception area is covered at all times.
1.3 To prepare and hold the budget for supply of the Association’s stationery and sundries, ensuring that goods and services are procured correctly, economically and to good value.
1.4 To monitor spending under the Department’s budget headings and ensure  anomalies variances  and statistics  are reported to the Director.
1.5 To ensure the proper use and safekeeping of the department’s equipment and records.

1.6 To produce or assist with the compilation and maintenance of Policies and Procedures for the department;
1.7 To ensure the provision of administrative support to OS-related meetings; eg discipline/grievance/sickness absence, functional area working groups, including assisting other departments as required.

1.8 To ensure the production of agendas, papers and minutes for OS meetings.
1.9 To support the maintenance and development of the Aareon HR/ Payroll system and to provide management reporting as required.
1.10 To deal with day-to-day amendments to the Association’s ETARMIS flexi-time system and to provide reports to management as required.

1.11 To provide administrative support to SCARF (Staff Consultative and Representative Forum), including preparation of agendas and papers and production of minutes.
1.12 To support the administration of Board meetings, including the preparation of papers and, where required, taking and producing minutes, 
1.13 To administer the Annual Long Service Awards Scheme and arrange the presentation event.
1.14 To administer the Cyclescheme on an as required basis.
1.15 To ensure arrangements are in place to maintain the confidentiality of sensitive business and private personal information within the department. 

2. General

2.1 To ensure a general support service is provided to the Director and other staff within the department.

2.2 To set up and maintain files and other office systems.

2.3 To assist in the design and maintenance of the department’s area on the Association’s intranet system.

2.4 To assist in organising social events within the department and corporate functions, when time permits.
3. Other
3.1 To assist and share knowledge and experience with colleagues.

3.2 Undertake any other duty delegated by the Director of Organisational Services.
Responsibility for staff:  Receptionists and OS Administrators.

Job context and other relevant information.  The post holder:
· must discharge their relevant duties and responsibilities under the Health & Safety Work etc. Act 1974, the Management of Health and Safety at Work Regulations 1999 (as amended) and all relevant Codes of Safe Working Practice and policies.  The Health and Safety at Work Act stipulates that it is the responsibility of every employee to observe all rules governing health and safety and such safety equipment as provided must be used.

· must have due regard to the Association’s current management arrangements for Data Quality.  All employees have a responsibility to ensure that the data they collect, manage and report, including data from third parties is accurate, valid, reliable, relevant, complete and produced in a timely fashion to aid sound decision making and that appropriate procedures, systems and processes are in place to provide quality data.
· must work in accordance with the Association’s policies, procedures, information, instructions, and/ or training received.

This profile is indicative of the nature and level of responsibility associated with the post.  It is not exhaustive and the post holder may be required to undertake such other duties as may be required to meet the needs and responsibility of the Service and the Association.

Person Specification
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Job Title:
Senior OS Administrator
As part of the Disability Symbol accreditation, the Association has made the commitment to interview all applicants with a disability who meet minimum essential criteria for the post.

	Criteria
	Essential/Desirable

	1. Skills/Abilities/Knowledge
This section specifies the skills, abilities and knowledge the postholder must have to perform satisfactorily.


	

	· Good interpersonal and staff management/leadership skills to ensure that staff are well managed, motivated and competent to achieve required standards of performance.
	Essential



	· Able to organise staff and other resources to meet workload and resolve immediate and short-term issues on own initiative.
	Essential



	· Good listening skills with ability to establish the purpose and detail of exchanged information.
	Essential

	· Clear and effective communicator in speech and writing to achieve service delivery with persons at all levels inside and outside the Association.
	Essential

	· Understand and be able to apply sound working knowledge of administration.
	Essential

	· Competent provider of secretarial skills and administrative practice in a computerised environment.
	Essential

	· Understand and be able to apply budget setting and expenditure monitoring.
	Essential

	· A sound understanding of, and ability to practice, high standards of customer service.
	Essential

	· Advanced level skills in Microsoft Word, Excel and Outlook or equivalent software.
	Essential

	· Understand the purpose of, and be able to use effectively, corporate database systems.
	Essential

	· Able to research and provide information for management reports when assisting colleagues.
	Essential

	· Understand basic principles of Health and Safety at Work, including Hazard and Risk Assessments.
	Essential


	2. Experience

This section specifies the level and quality of experience required.


	

	· Two years experience in demonstrating the above skills and abilities
	Essential

	· One year’s experience of staff supervision
	Desirable

	· Working in a comparable administrative role
	Desirable


	3. Education/Qualifications
Degrees or diplomas obtained abroad are acceptable if they are of equivalent standard to UK qualifications.


	

	· Higher education level or equivalent, including English
	Essential


	4. Other

This section specifies other factors which may be necessary.


	

	· N/A
	


	5. Equal Opportunities

This Association is working actively to promote equality of opportunity both in its employment practices and in the delivery of its services.  It is essential that the postholder is willing to work in accordance with existing policies and codes of practice

	Essential



