Argyll & Bute Citizens Advice Bureau

Job Description

Job Title:
                   Admin Assistant (Lochgilphead)
Responsible to:
Bureau Manager
Main purpose of job:
To provide administrative support in all matters associated with the smooth running of the CAB office 

Details:
The position is for 21 hours per week

(Work pattern negotiable)

Based in Lochgilphead


Fixed Term - Funded until 31st March 2025 (with possible extension)

Closing Date:  

Interviews:  

Salary:
£22,495 pro rata plus contributory pension (6% employers)
Key tasks/functions

1. To respond to client contacts by phone, mail and email.  Arrange diary appointments for clients.
2. To assist colleagues and volunteers with scanning, copying, filing and maintaining electronic files.

3. To be the point of contact and connection between staff and volunteers and coordinate office procedures. 
4. To ensure that colleagues are supported in information gathering tasks to enable positive outcomes for clients.
5. To be responsible for the management of correspondence with specific regard to issues of confidentiality and accuracy.
6. To carry out any such reasonable duty as may be determined by the Bureau Manager.
Scottish Charity No: SC030477


