……………. Community Association
(Charity Registration No. .......)
Job Description
1.
Job Title:

Administrative Assistant

2.
Job location:

………….. Community Centre

3.
Responsible to:
Trustee board




Line Manager: Centre Manager/Association Chair

4.
Responsible for:
The provision of administrative and clerical services 

at the 
Centre.

5.
Key Tasks:





(i)
Reception




(a)
Open and assign mail




(b)
Deal with telephone and personal enquiries.



(ii)
Record Keeping




(a)
Maintain petty cash and postage accounts




(b)
Maintain membership records





(c)
Maintain filing systems




(iv)
Secretarial




(a) 
Act as secretary/minute secretary at meetings




(b)
Prepare  draft minutes and other papers




(c)
Draft correspondence as and when directed; type out 

 



and despatch correspondence.




(v)
Administrative and Financial




(a) 
Process orders and invoices




(b)
Produce financial and other information as and when




      
required.





(c) 
Issue, receive and process booking forms, allocate

 rooms and maintain bookings diary.




(d)  
Receive cash payments and issue receipts




(e) 
Maintain computerised and manual administrative

 and accounting records.




(f)
Prepare cash for banking 




(vi)
Development

(a)
Promote the use of the Centre and encourage new members and activities.




(vii)
Association’s Trading Subsidiary (if applicable)




Perform all such duties outlined above as may be 




appropriate to the Association's trading subsidiary 





...............................





Must be agreed at interview and part of contract




(viii)    Other Duties

Other duties commensurate with the grading of the post which may be assigned by the Centre Manager.




(ix)
Hours of Work





…… .hours per week, (to include

mornings.afternoons and





evenings), flexible according to operational needs and 

as agreed with the Centre Manager.
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