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Admin Support Person Specification

	
	SKILL
	ESSENTIAL
	DESIRABLE

	1.
	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

	(
	

	2.
	Provide administrative support and assist with the daily management of the running of the Kendal Office.

To be the first point of contact answering calls, transferring    calls and taking detailed messages and relay messages to    staff members. 

	(
	

	3. 
	To be the first point of contact and answer queries from members of the public about services or community activities.

	(
	

	4.


	Flexibility to work across a number of workstreams and work within established delivery procedures.

	(
	

	5.
	Working on reception when cover is required.
Using effective listening, observation and communication skills to build relationships

	(
	

	6.


	Experience of working with people with disabilities.
	
	(


	7.


	Sound understanding and use of Microsoft office suite: To have knowledge of IT systems and experience of recording accurately and effectively and to a high standard on existing IT system.


	
	(

	9.


	Experience of working with volunteers.


	
	(

	10.


	To disseminate marketing materials to a wide range of audiences
	(
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