.................. Community Association
(Charity Registration No. .......)
Job Description

1.
Job Title:

Centre Administrator

2.
Responsible to:
Trustee board




Line Manager: - Centre Manager/Association Chair

3.
Key Tasks:
The provision of administrative, financial and clerical





services at the Centre.

4.
Duties:





(i)
Supervision and Control of the Centre

Responsible for the supervision and control of the Centre in the absence of the Centre Manager.




(ii)
Reception




(a) 
Open and assign mail.




(b) 
Deal with telephone and personal enquiries.




(iii)
Record Keeping

(a) Maintain petty cash and postage accounts

(b) Maintain Association accounts Manual and/or computerised




(b)
Maintain membership records





(c)
Maintain inventory



(d) 
Maintain staff overtime, sickness and leave records




(e) 
Maintain filing systems




(iv)
Secretarial




(a)  
Act as secretary/minute secretary at meetings




(b)   
Prepare and distribute 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)
Maintain adequate stocks of stationery and other office



consumables

(d)
Arrange renewal of Licences and Certificates relating to the Association and the Centre.

(e)

Operate payroll system including PAYE

(f)

Develop a working knowledge of  charity, taxation,



environmental, health and Safety and other legislation
           as it applies to the Association/Centre and work with 
the Centre Manager to ensure that all legislative  

requirements



are met and relevant returns are made.

(g) Issue, receive and process booking forms, allocate 
 
rooms



and maintain bookings diary.

(h)
 
Receive cash payments and issue receipts

(i)
Maintain computerised and manual

 administrative and  accounting records.

(j)

Prepare cash for banking and bank as necessary

(k)
 
Assist in the preparation of budgets and with financial



monitoring and control .

(l)
 
Supply management and statistical information as



required to the Association's Treasurer, Committees,



auditors and stocktakers.

(vi)

Staff Management

(a)

Arrange cover for staff absence through sickness and    

           leave.

(c) Allocate clerical, record keeping, financial and 
secretarial

 

work to administrative assistants as appropriate.

(d) Assist the Manager in ensuring that all staff carry out 
           their duties to a high standard.

(vii)

Development

(a)

Promote the use of the Centre and encourage new        
members and activities.

(b)

Participate in staff development seminars, courses    

etc. as appropriate.

(viii)
Association's Trading Subsidiary (if applicable)
Perform all such duties outlined above as may be appropriate to the Association's trading subsidiary .................................. If agreed at interview and in contract
(ix)      Other Duties



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


