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Job Description
	Job Title
	Admin Support 

	
Job Purpose
	
To work as part of a lively team providing administrative support for officers and coordinating and developing Age UK South Lakeland’s services and community activities. This programme involves volunteers in a range of projects focussed on supporting older people living in South Cumbria to retain their independence and exercise real choice in their lives.  


	
Line Manager
	
 Admin Supervisor


	
Working with
	
Age UK South Lakeland staff and volunteers, other third sector, statutory organisations and the older people of South Cumbria.


	
Responsible for
	
The delivery of an administrative support service to the Department Managers and a small team of Officers who provide services. To arrange activities and events throughout South Cumbria.  Ensuring that all activities comply with the requirements of conduct as detailed in the employee’s handbook.


	Hours
	Full time


	Location
	Based in Kendal





Supporting Service Teams
 
· To be the first point of contact answering calls, transferring calls and taking detailed messages and relay messages to staff members. 
· To be the first point of contact and answer queries from members of the public about services or community activities.
· To work on own initiative to set up, support and evaluate a number of regular activities, groups and events across South Lakeland. 
· To effectively work with volunteers across a number of work streams. 
· Working on reception when cover is required.
· Meeting and greeting visitors and clients.
· Provide administrative support and assist with the daily management of the running of the Kendal Office.
· To disseminate marketing materials to a wide range of audiences.





· Work within the Charity’s policies and procedures, especially Health and Safety and Confidentiality and Information Governance.
· To undertake any other tasks or duties that may reasonably be required in relation to the programme.
· To work with other staff to ensure appropriate support is provided at all times for all teams, regardless of their roles.

Pay Scale:  £17,373.00 per annum.
Hours of work: Full time

Annual Leave:  There are 5 week’s holiday per annum, plus Public Holidays

Simply Health:  A Health benefit scheme is available to all staff completing their probationary period, plus auto-enrolment to the Charity’s Pension scheme.

Location: Based in Finkle Street, Kendal, the job will require flexibility and the ability and willingness to travel throughout the South Lakeland area where necessary.
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