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Job Description 


Administration Assistant 

	Responsible to:
	Administration Manager

	Hours of work:
	35 hours per week


The Trust
The Donaldson’s Trust is a longstanding provider of care and education to disadvantaged children in Scotland. The Trust has delivered services to children since 1856 in Edinburgh and since 2007 in Linlithgow.  Our staff team provide specialist services to children, young people and families in Scotland.  We work in partnership with Scottish Government, local authorities, child care professionals, public services and business.  

Job Purpose
The Administration Assistant is responsible for providing support as part of the Administration team in the day to day operation of the Trust by delivering an accurate and effective service that will meet the varying demands of the Trust.  This will involve multitasking and supporting the wider teams within the Trust.

Responsibilities
Administration Support

· Providing administration support to departments within The Trust as directed by the Administration Manager.

· All work is produced accurately and concisely

· Ensure tasks are completed within required timescales

· Manage workload in an effective manner

· Work with others in a range of different roles and develop good working relationships with colleagues and external stakeholders.

· Effective communication within the Trust as well as outwith.

· Ability to be flexible and adapt to change

· Support team i.e. providing cover 

Organisational Support

· To attend training, meetings, in-service day etc. as required.

· To take on the role of the designated first aider for the department and replenish first aid supplies for the Trust (please see separate Job Description for this role) 
· To promote and support The Donaldson Trust principles, ethos and values
· To be aware of and comply with the Trust’s Policies and procedures including but not limited to, child protection, adult protection, facilities, data protection including GDPR, Health & Safety,  ICT, HR, Equality & Diversity, Financial.
· To demonstrate professional discretion at all times

· To promote and support the Trust values.
This document provides a statement of the overall tasks and activities of the job.  It is not an exhaustive list of the detailed duties the job entails. 
PERSONAL SPECIFICATION
EXPERIENCE

· Experience in the use of  Microsoft packages
· Experience in working in an administrative role
· Experience of working under pressure with conflicting deadlines

· Experience of working alongside various departments
EDUCATION & QUALIFICATIONS

· Educated to intermediate level or equivalent experience
SKILLS/ABILITIES 

· Able to produce concise and effective verbal and written communication 
· Ability to adapt communication style to suit the needs of the situation
· Excellent organisation and planning skills
· Ability to review data and investigate variances
· Flexible, adaptable and able to multi task

· A pro-active approach to work with a willingness to assist others and ask for help if required

· A team player, who supports the Trust’s values in daily activities
· Able to form good working relationships with colleagues, suppliers and customers

· Able to manage own workload and deal with stress and change in self 
· Understands confidentiality within the working environment
· Committed to continuing professional development
DESIRABLE QUALITIES FOR THE POST

· Previous administration experience or qualification
· Experience in the use of various company systems 
· Understanding of the abilities and needs of Young People with additional support needs.
