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Job Title

Office Administrative Assistant 
Salary

£14,153 pro rata inclusive of ILWA 
Contract

 6 months with the possibility of an extension 
Hours

Part Time / 21 hours per week Monday - Friday
Responsible to
Events and Marketing Manager
Location
 
20 Great Dover Street, London SE1 4LX
___________________________________________________________________________
Aims of the Post
As the first point of contact you will need to ensure all visitors to Carers UK are properly received and welcomed.  
You will be responsible for the management of meeting room bookings with external clients.  
Reception Duties
· Ensure all staff and visitors are received in a polite and welcoming manner
· Manage the external bookings of meeting rooms and liaise with clients  

· Identify opportunities for improving service and generating income from room rental 

· Assist the in the co-ordination and preparation of internal meetings 

· Provide refreshments

· Ensure the reception area is kept professional looking at all times 
· Manage incoming and outgoing post
Administration duties

· Arrange and liaise with couriers to ensure efficient and cost-effective deliveries
· Ensure packages are received and safely despatched in a timely fashion.
· Ensure office and kitchen supplies are maintained to an appropriate level 
· Provide ad hoc assistance to the Chief Executive if required

· Provide ad hoc assistance to the Events and Marketing Manager for events as required
· Update all internal lists, supplier contact details, signing in log, post log etc.
· Update and maintain the Administration Procedure file
· Co-ordinate the archiving and removal of confidential waste 
· Ensure recycling is regularly collected, whilst encouraging ways to increase recycling 

· Support the day to day operation of Carers UK’s affiliate membership. 

· Ongoing membership servicing for affiliate members by responding to queries (telephone and email) and general enquiries and maintaining up-to-date membership records

· Administer the membership processes for the Affiliate network (join, renewals, end of membership) including sending out welcome letters/packs, renewal letters, raising, logging and sending invoices and reminders, lapsing members when needed, etc.
· Administer access to the Affiliate Members Online Hub and ensuring the platform is up-to-date on a monthly basis
· Provide monthly income updates of the affiliates membership.  

Health and safety duties

· Ensure the fire safety and office security are maintained 
· Assist in annual risk assessments as required
General

· Attend staff and other meetings and any training courses as required.
· Work at all times in accordance with all Carers UK policies and procedures  
· Perform other tasks that are commensurate with the level of post
· Comply with the data protection regulations, ensuring confidential information secure
PERSON SPECIFICATION
· Relevant experience in a varied receptionist /admin role
· Excellent customer services skills, have a proactive and positive attitude
· Present a professional image to all visitors to Carers UK
· Ability to work independently and take responsibility for assigned tasks
· Proven ability to multi-task successfully
· The ability to manage your time effectively
· Be able to respond effectively to an unplanned event
· Strong planning and organisational skills 
· The ability to remain calm under pressure
· Excellent attention to detail
· Excellent time keeping skills and experience of working to tight deadlines
· Experience of using office equipment and software eg. video conferencing
· Ability to maintain confidentiality
· A willingness and ability to learn fast, on the job
· Understanding and commitment to equal opportunities
Review 

This job description gives an outline of the main duties of the post. It does not form part of the contract of employment and may be changed from time to time in consultation with the post holder.

  Our Values

Carers are at the heart of everything we do. We are:

· Attentive

· we welcome everyone and are always supportive and ready to help

· we listen carefully and respond with expertise and understanding.

· Ambitious

· we’re courageous and innovative, aiming high and seeking out new ideas and opportunities that take us forward

· we are always learning and improving, pushing boundaries to increase our impact.

· Achievers

· we are passionate about what we do and tenacious in our pursuit of change

· we adapt to new challenges and are always striving for excellence

· we love to collaborate and enjoy working with others to reach our goals.

Diversity and inclusion 

Carers UK is committed to becoming a diverse and truly inclusive organisation. We strive to create a workplace where our colleagues and volunteers can truly be themselves and feel like they belong and constantly seek to ensure all voices are heard. 

To embrace this culture of diversity, our employee and volunteer recruitment should reflect our stakeholders and the society that we serve and support, regardless of age, race, gender, sexual orientation, physical abilities, disabilities or religious practices. We value individual diversity and are actively building diverse teams here at Carers UK and value our colleagues from a wide range of backgrounds. 

As a membership charity for carers, we particularly seek employees and volunteers with a real understanding of the issues faced by carers. Reasonable adjustments can be made to the process and role dependent on the needs of the applicant.    

Terms of Appointment
Salary: £14,153 pro rata
Contract: Temporary / Part Time
Location: 20 Great Dover Street, London SE1 4LX, hybrid working. 
Hours:  21 hours a week

Benefits 

We understand what you need from us as an organisation and recognising that, offer you a rewarding role in a truly flexible and supportive working environment with many attractive benefits. We’ve developed inclusive policies and flexible working arrangements, with your wellbeing at the heart of Carers UK.

· A work life balance commitment with flexible working arrangements available in a truly flexible working culture 

· 25 days holiday (excluding bank holidays) rising to 28 days with long service 

· An additional 3 days leave over Christmas and New Year when the office is closed 

· Up to 10 days paid carers leave

· Recognition scheme including a values winner of the month

· 6% contribution to stakeholder pension scheme 

· Free access to round the clock employee assistance programme for advice and support 

· Free life insurance cover 2 times your annual salary 

· Eye care voucher scheme 

· Socials such as weekly quizzes and ad hoc events 

· A commitment to staff learning and development including access to a learning management system 

· A commitment to staff wellbeing including Wellbeing Wednesdays and training 

· Equality, diversity and inclusion staff networking groups

· Induction and buddy scheme

· Two paid volunteer days per year

· Central London location with excellent transport links, beautiful views of London and close to Borough Market

· Loans for bikes when you have been with us for 6 months 

· Interest free season ticket loans 

We are proud to be an Employers for Carers and Carer Positive member and a Living Wage Employer. We have signed the ‘Happy to Talk Flexible Working’ initiative and are committed to building the best possible environment to help carers in the workforce.

How to Apply

For an application pack please visit 

https://www.carersuk.org/about-us/working-for-carers-uk

Please also ensure you have also completed and submitted the personal details form and the diversity monitoring form provided on this site. The information on the form will be treated as confidential and used for statistical purposes only. These forms will not be treated as part of your application.

The closing date for applications is 19 June 2023, 10am 

CV, personal statement and completed monitoring forms should be emailed to recruitment@carersuk.org. Please send in your application as soon as possible. 

Carers UK anonymises all applications prior to shortlisting. 
Carers UK reserves the right to appoint at any stage, should an outstanding candidate emerge.

Carers UK may carry out online and social media checks before a formal offer is made.

