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Job Title:			Team Administrator

Primary Location:		Head OfficeJob Description


Reports to:			Executive Support Manager

Accountable to:		CEO

[bookmark: _Hlk527713155]Job Profile:	To act as a representative for the Trust and its values as a public facing member of the team. To provide a good standard of efficient and professional administrative support. The holder of this role will deal with confidential information and will need to maintain the highest levels of confidentiality. All requests for support from this post holder will be directed to their direct report or when they are not available, the Systems and Executive Support Manager.

Key to all posts:	All Trust employees must ensure that residents and members are treated with dignity, respect and protected from neglect or abuse. All Trust employees must abide by the terms and conditions of their contract, the Trust’s Code of Conduct and this job description. All staff are expected to promote and foster a positive workplace culture.


Job Specific Duties

1. Receive visitors by greeting and welcoming. Redirect/announce as appropriate.
2. Provide customer support by answering the telephone and replying to emails in a professional and timely manner. 
3. Receive incoming mail and deliveries.  
4. Support the ordering of office supplies and non-consumable stock for the Trust’s coffee shop.
5. Perform other clerical receptionist duties such as photocopying, filing, keeping records, sorting and distributing paperwork. 
6. Screen and forward emails received via the general ‘Info’ mailbox.
7. Fulfil the range of administration tasks required for recruiting new staff across the Trust, following safe recruitment practices from advert to induction. 
8. Work with colleagues to prepare materials for new staff inductions.
9. Record and monitor the progress of new employees against role specific induction framework.
10. Provide administrative support to the Recruitment team which will include creating staff folders, keeping records up to date, liaising with other employers and communicating with colleagues in the team and across the Trust.
11. Support and engage with various projects and tasks led by the Executive Support Office. 
12. Any other ad hoc duties of a reasonable nature as required. 

		
Responsibilities applicable to all post holders across the Trust

You must:
1. Communicate with residents, club members, colleagues and all who in engage with the Trust in a polite and professional manner.
1. Work in a way that promotes and respects people’s privacy, dignity, choice and keeps them safe.
1. Communicate all concerns for resident / club member welfare as per policy.
1. All information relating to Residents, Members and/or the Trust must be used in accordance with Data Protection requirements.
1. Work as part of a team.
1. Take reasonable care for your health and safety and for that of others that may be affected by your acts or omissions.
1. Ensure that you are aware of your responsibilities and actions to take should a fire arise and in the event of a fire that you follow them.
1. Report any situation which may affect the safety or quality of the Trusts’ services.
1. Ensure you use Trust recording and reporting systems correctly.
1. Make full and proper use of any system of work provided by the Trust.
1. Use any equipment provided by the Trust in accordance with its purpose.
1. Attend any training deemed appropriate for your job title by the Trust.
1. Attend staff and other meetings as requested.
1. Adhere to all Trust policies and procedures.
1. Carry out, when asked, any duty that could reasonably be expected of you.






Please Note:
This Job Description is not meant to be definitive or restrictive and will be modified to meet the changing needs of the Trust.

GCT is committed to safeguarding and promoting the welfare of adults with care and support needs and expects all staff and volunteers are expected to share this commitment.

GCT operates a Safer Recruitment Process which is in line with the Health and Social Care Act 2008 and the Gloucestershire Safeguarding Adults Board guidance.
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