KATHARINE HOUSE HOSPICE

JOB DESCRIPTION


Post holder:


Area of Work:
Retail Office
Responsible to:
Office Manager
Mission

We support local adults with complex, progressive illnesses from diagnosis to the end of life through free, high quality, specialist palliative care, advice and guidance, and we support those close to them.
Department Objectives

Katharine House Hospice provides all its services free of charge to patients and their families.  In order to do this funds need to be raised, Katharine House Retail is key to this, maximising the funds it can raise through the sale of donated items and other merchandising.
Role within the Department
The Administrative Assistant will support the Office Manager to ensure the smooth and efficient running of the Retail Office.
Function and Responsibilities

Specific Objectives 

This list is not intended to be exhaustive but is a guide to the duties to be undertaken

· Accurate completion of office administration, ensuring deadlines are met to maximise efficient office operation  
· Respond to incoming calls and emails, answering enquiries professionally and promptly
· Support the office volunteer activities

Key Tasks and Responsibilities

Office Administration
· Completion of office administration
· Checking of weekly store sale transactions, ensuring cash and banking correspond with bank statements.  Produce journals for the Finance Department.
· Validation of PCI Compliance.

· Recording store rag recycling, ensuring corresponding paperwork has been received.  Quarterly completion and submission of rag recycling claim.

· Accurate recording / updating of personal data on the Gift Aid database in readiness for Gift Aid claims.  Supporting stores with Gift Aid queries.
· Monthly production and distribution of individual timesheets to the stores.

· Recording of annual leave for all Retail staff

· Maintain supplies, placing and expediting orders for stationery, uniform and store equipment.

· Supply stores with their required stationery supplies on a monthly basis and supporting stores with any ad-hoc requirements.
· Carry out general administration accurately and efficiently to include, but not limited to: photocopying, typing, emailing, filing.

· Responding to incoming calls and emails
· Provide an efficient and responsive service to external customers and donors, store staff and other Hospice departments in a professional manner upholding customer service standards at all times.
· Support the office volunteer activities
· Delegate activities to volunteers and support and provide training and support as necessary.
Other Tasks and Responsibilities

· Collate and distribute information to the retail stores

· Support the Christmas Card Campaign and any other projects assigned to the Retail office

· To flex up hours to provide annual leave / sickness cover to ensure the Retail office has full administrative support

· Complete all mandatory training.

· Travel to other organisational premises as and when required, for example to attend training courses and meetings

· Must be able to use own initiative, have a flexible attitude and be willing to take on different office tasks as directed.
Security

· All employees have a responsibility to abide by the safety practices and codes authorised by Katharine House Hospice. They have an equal responsibility with management for maintaining safe working practices
· All staff are required to understand the nature of confidentiality as it applies to    information about staff and patients.  No information should be given to anyone, other than authorised personnel, if it relates in any way to matters considered confidential by Katharine House Hospice
Health and Safety

· Provide a safe environment for staff, volunteers and the public

· Lead by example in relation to H&S, complying with legislation and the organisation’s H&S Policy and Procedures, this will involve a hands on approach, for example carrying out practice fire drills, overseeing the safe use of equipment or responding to accidents or incidents to help prevent a reoccurrence

· Ensuring that staff and volunteers are compliant with current H&S Legislation and the organisation’s H&S Policy and Procedures

· Report any maintenance or H&S issues 

Key Competencies and Skills Requirements

It is essential that the post-holder is educated to a good standard, with excellent written and verbal communication skills along with strong organisational skills and ability to prioritise.  A high level of computer literacy is essential, including familiarity with Word, Excel, Outlook and databases.  

Smoking

Katharine House operates a no smoking policy.  All hospice premises are considered No Smoking Zones.
Job Revision

This job description outlines Katharine House Hospices’ intentions for this post at the time of writing.  As the organisation changes specific objectives, responsibilities, functions and tasks within the role may be added, removed, narrowed or widened.  Katharine house will discuss all such amendments with the post-holder and will seek to incorporate the views of the post-holder in any amended Job Description.

PERSON SPECIFICATION – Administrative Assistant
	
	Essential
	Desirable

	Qualifications
· Good General Education

· IT qualifications demonstrating literacy and application skills
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	Experience
· Previous work in an administrative post
· Excellent communication skills
· Experience of working with volunteers
· Knowledge of the Retail Gift Aid Scheme
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	Skills and attributes
· Numerate and literate
· Excellent IT skills including Word Excel and Outlook
· Strong interpersonal skills
· Accuracy – attention to detail
· Ability to work to deadlines 
· Ability to prioritise competing demands
· Flexible and adaptable
· Supervisory skills
· Confident telephone manner
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	Other
· A professional and helpful attitude
· Discretion and ability to maintain confidentiality

· Team player
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ADMINISTRATIVE ASSISTANT
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