ABERDEEN CITIZENS ADVICE BUREAU

JOB DESCRIPTION

Job Title:


Administrative Officer

Responsible to:


Bureau Manager

Directly Responsible for:

Administrative Assistants


Supervisory Responsibility for:
Administrative Volunteers

Main Purpose of Job:

To provide a comprehensive, efficient and effective administrative service to the bureau, including financial systems.
Key Tasks:

Supervision of Administrative Assistants & Administrative Volunteers
Provides supervision, support and training to administrative assistants and volunteers.

Undertake regular supervision and annual appraisals of administrative assistants and volunteers.

Ensuring adequate reception and telephone cover is in place for the Bureau including creating of rotas, prioritising workloads and delegating tasks as required.

Authorising holiday cover and flexi and ensuring adequate staffing levels are in place for admin support to the Bureau.

Finance

Responsible for monitoring bureau petty cash and bank accounts including recording all payments in and out, weekly bank reconciliation, investigating any anomalies and applying costs to correct budget headings.
Checking and paying bureau invoices within appropriate timescales including by cheque or bank transfer. Paying in cheques and cash received.

Raising invoices quarterly, or as required, to maintain bureau revenue and creating remittances for payments received.

Responsible for ensuring petty cash is available and that accurate spreadsheets are kept of expenditure. Ensuring the petty cash budget is reconciled monthly.
Responsible for paying approved volunteer and staff expenses and keeping an accurate record of payments and receipts.

Preparation of the quarterly accounts for the Finance Committee and Board Meetings.

Recording of payroll and pension payments.

Assisting with the annual audit of accounts and preparation of the annual Bureau accounts.

Supplies/Services:
Responsible for ensuring the Bureau has adequate supplies of stationery, printer supplies, books, refreshments & janitorial items.  
Liaising with suppliers to arrange servicing and access when required and keeping accurate records of this.

Looking for new suppliers as required and obtaining quotes.
Ensuring the Bureau is up-to-date with compliance for PAT testing etc.

Providing meter readings for heating, electricity and photocopiers.
Reception and Administrative Support:

Overseeing the administrative work of the Bureau and ensuring that support is available to staff and volunteers who require assistance.

Maintaining an up-to-date and accurate record of all volunteers at the Bureau.

Assisting the Training and Development Officer with the administrative requirements of recruiting and training new volunteers.

Ensuring all incoming and outgoing correspondence is dealt with and accurately recorded on Castle.

Ensuring minutes are recorded accurately for team meetings.

Responsible for designing and producing the Bureau newsletter (4-6 times yearly).

Responsible for designing and producing Bureau annual report.

Responsible for managing the bureau legal rota and notifying solicitors on the scheme of same.

Typing bureau correspondence, assisting volunteers, maintaining volunteer database, producing leaflets, updating information etc.

Creating and maintaining Bureau leaflets, posters and branded goods as required.

Responsible for maintaining various databases, including collation of client financial gains and analysis of annual financial statistics.
Assisting with reporting of and maintaining recording for health and safety and fire procedures.
Assisting with the organising of social events for staff and volunteers.
Any other tasks as reasonably required to support Management, staff and volunteers in maintaining the CAB service.

Person Specification – Administrative Officer
	Administrative
Officer
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS
	Educated to National 5 grade or equivalent, including English and Maths
	Higher grade level of education or equivalent

ECDL or equivalent computer qualification


	EXPERIENCE 


	2 years experience of working in an office environment
Experience in using Microsoft Office programmes
Maintaining financial records/accounts
Cash handling 
Working with people from a wide variety of backgrounds
	Experience of accounting
Working knowledge of Xero Accounting package (training will be provided)
Experience in staff supervision
Experience of working with volunteers
Experiencing in minding/mentoring new trainees
Work experience in the advice sector



	SKILLS AND ATTRIBUTES
	Good written and oral communication skills

IT skills

Ability to work without close supervision, prioritise own work and meet deadlines
Ability to work within a team framework

Ability to work under pressure
Good planning and organisational skills


	Ability to work hours flexibly as required by the needs of the service
Ability to work on own initiative and take personal responsibility for achieving targets


	VALUES AND ATTITUDES


	Commitment to team working. 

An understanding and commitment to the aims, principals and policies of the CAB service 
	

	KNOWLEDGE
	A working knowledge of client confidentiality, data protection and disclosure

	Working knowledge of the aims and principals of Citizens Advice Bureaux
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