JUST Lincolnshire

ADMIN ASSISTANT - JOB DESCRIPTION
General Duties

1. Maintain and manage all administration functions concerning Just Lincolnshire in a professional and effective manner in accordance with professional practices and procedures.

2. Positively promote the vision and charitable objectives of JUST Lincolnshire ensuring that your actions at work, and when not at work, reflect a positive image of the organisation and personal commitment to equality, diversity and human rights. 

3. Facilitate effective communication between the organisation’s management and all external bodies, agencies and organisations, including acting as initial point of telephone contact with the public.

4. Maintain all routine book keeping and day to day financial management for the organisation using Quick Books Software, and ensure the General Manager is kept fully briefed and up to date with all financial matters concerning the organisation.

Specific Duties

1. Maintain the organisation diary and the General Manager’s Office appointments diary including timely management of all correspondence including emails.
2. Responsible for maintenance and ordering of all stationery and relevant office supplies to ensure efficient operation of the organisation.

3. Responsible for regular updating and weeding of the organisation website.

4. Operate a variety of standard office machines, including:  personal computer, photocopier, fax, and laminator etc.

5. Be responsible for the booking and for the ordering of buffets/catering as required. Attend such events to assist and support the General Manager and Board as required.

6. Attend all necessary training to operate the organisation’s systems and other training required for the role as instructed by the General Manager.

7. Maintain regular consistent and professional attendance, punctuality, personal appearance, and adherence to relevant health & safety procedures.

8. Take notes and produce minutes at Board meetings and any other meetings as required, (including at evening meetings where necessary).
9. Assist in the administrative management and statistical analysis of all Just Lincolnshire Projects and Activities

10. Perform all other reasonable tasks allocated by the General Manager or Board that are within your capabilities and commensurate with your role.
Working relationships
Responsible for:  volunteers as designated by General Manager

Responsible to: General Manager

