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DERBYSHIRE LAW CENTRE

JOB DESCRIPTION

TITLE OF POST:
16 hours Administrator (Reception) – Thursday and Friday
Salary: 
£19,312 - £21,748 (£8,828 7,725 - £9,940 8,700 pro rata) (NJC Pay Scale 5 to 11)
MAIN PURPOSE OF JOB 

The post holder(s) will cover the reception during office opening hours, managing telephone calls and visitors to the office.  
To work as part of the Admin team to perform administrative duties to ensure deadlines are met.

To contribute to the overall effectiveness of the workplace and the achievement of targets.

LOCATION OF THE POST

The post holder will be based at the main premises in Chesterfield or at any other Law Centre premises within the catchment area.

RESPONSIBLE FOR:

The post holder will not be responsible for any paid or unpaid staff. 

SUPERVISION:

The postholder will report to a specified Coordinator.

RESPONSIBILITIES:

· To be responsible for own personal development.

· To maintain confidentiality at all times.

· To maintain effective working relationships and contribute to a working environment which is safe, considerate and supportive of all.

· To demonstrate commitment to DLC’s Equality and Diversity Policy.

ROLE AUTONOMY OR DECISIONS MADE:

The postholder needs to be self motivated and able to work under their own supervision and manage work priorities.  The postholder must be able to work as part of a team.

MAIN DUTIES OF THE POST

Reception: 

1. Answer the telephone and deal with incoming calls in the appropriate way, bearing in mind that clients need to be dealt with politely and sensitively, but also without spending an undue length of time on calls.

2. Deal with callers to the office, including clients and deliveries.

3. Work with the Coordinator (Front of House) and Duty Manager to manage emergency appointments.

4. Help keep the office tidy, with particular attention to the reception, meeting room and client interview rooms
5. You will become familiar with the leaflets on display and ensure that they are up to date and that stocks are maintained.  You will regularly check the posters and information on the walls to ensure they are current and attractively displayed

6. Producing/maintaining supplies of standard forms and documents, both from external sources (e.g. Legal Aid Agency) and for our internal systems.

7. Open and distribute the incoming post, both via postal service and email.
8. Frank and ready the outgoing post for collection by the Post Office Courier and ensure that postage stamp supplies and franking machine funds are adequate.
Office Administration
1. Order general office supplies and stationery, when required ensuring adequate supplies at all times.

2. To input casework data on the Client Database Management System, providing reporting data as required.

3. To use computer systems and software to input, manipulate and retrieve data.
4. To assist Coordinator (Front of House) on rota management, management of Outlook and provide support to staff with these systems and particularly to ensure the avoidance of double booking on rooms.

5. To operate cash and banking procedures in accordance with DLC procedures.

6. To work with the Coordinators (Office and Resources) and (Front of House) in relation to organising office equipment repairs and servicing.
General

1. Working closely with Coordinator (Front of House) to ensure a smooth service for the client including organising cover for absence on reception due to lunch/holidays.
2. To provide administrative support to all staff (paid and unpaid).
3. To design, implement, monitor and maintain procedures in support of areas of work and responsibility, including identification of need for procedures and develop them in conjunction with users and Coordination Unit.

4. To be part of the Admin Team, attending meetings and working together to ensure collective work deadlines are met.

5. To work closely with other members of the Admin Team, offering training and support to enable them to provide holiday cover and providing general admin cover for them.

6. To maintain and update the casework archive filing system.
7. To assist with induction, further training and support to other staff (paid or unpaid) as necessary, required and appropriate.

8. To undertake training as appropriate.

9. Administrative duties shall include:
· Preparing training materials

· Miscellaneous admin support on casework files 

· Collation and distribution of Committee Agenda as required
· Photocopying

· Maintaining and updating current main filing system (both computer and manual based)

· Recording statistics.

· Other miscellaneous clerical duties as required
10. To attend meetings and take minutes including attending Workers Group meeting as required.
11. To liaise with clients and external agencies as required.

12. To make arrangements for meetings/training events, including venues, facilities and refreshments and to prepare and distribute documentation and packs.

13. To assist with the publicity and promotion of the Law Centre including maintaining and updating the Law Centre website.
14. To undertake other duties as agreed between the post holder and Workers Group or Management Committee, in consultation with the relevant trade union where necessary.
