WESTERN ISLES CITIZENS ADVICE SERVICE
Pension Wise Administrative Assistant Job Description
Job Title:

Pension Wise Administrative Assistant

Responsible to:
Lewis and Harris CAB Manager

Responsible for:
Pension Wise Administration.

Summary of main responsibilities:
· Assist Pension Wise Guidance Specialist and/or other staff with clerical and administration support
· Ensure all paperwork is completed on time
· Keep all bureau records safe, confidential and accessible for future retrieval

· Develop the quality of the office systems and procedures in use

· Control all bureau correspondence procedures

· Undertake research work for the Manager and/or other staff as requested
· Undertake any other reasonable duties as requested by the Manager

ADMINISTRATIVE ASSISTANT – PERSON SPECIFICATION
	ADMINISTRATION ASSISTANT
	COMPETENCIES 

	QUALIFICATIONS
	· Good standard of general education.

	EXPERIENCE
	· Work experience in using and monitoring office systems and procedures

· Working as part of a team

· Experienced computer user.

	SKILLS AND ATTRIBUTES
	· Able to communicate ideas in writing and orally

· Ability to use initiative

· Attentive to accuracy

· Ability to write routine letters

· Ability to administer petty cash

· Ability to research client records and documents.

	VALUES AND ATTITUDES
	· Commitment to team working

· Commitment to equal opportunities policies.

	KNOWLEDGE
	· Use of relevant software including word processing, spreadsheet and database.

	OTHER
	


