HANOVER 

JOB DESCRIPTION

JOB TITLE
:
Administrative Assistant
GRADE
:
Band 1

RESPONSIBLE TO

: 

Estate Manager
RESPONSIBLE FOR
:

N/A
LOCATION
:
Estate Office 
PURPOSE
:
Provide a responsive and effective administrative service to the Estate Manager and assist with the provision of estate management services to residents.
PRINCIPAL DUTIES AND RESPONSIBILITIES
1. To support the Estate Manager in administrative tasks relating to all aspects of estate management including arrears, voids and repairs as required.
2. Deputise for the Estate Manager as directed to cover short term planned and unforeseen EM absences.
3. Assist the Estate Manager as required in dealing with general estate enquires.

4. Produce general estate information for residents including estate newsletters.

5. To assist in the preparation of the tenancy start up packs for new residents and in addition supporting the Estate Manager in the sign up process when required.

6. Undertake a range of clerical duties to support the effective running of the estate including, filing, photocopying, telephone calls, collecting estate income, etc. 
7. Liaise with residents, staff, contractors, stakeholders, and partners as required
8. Ensure that all paper and computer records within the post areas of responsibility are accurately and confidentially maintained in order that documents are readily accessible to staff other than the postholder.

9. Receive and process estate invoices as required.  Ensure that computerised and paper systems are kept fully up to date and that invoices are paid in accordance with agreed targets.
10. Input data to the computer system to a high degree of accuracy and within defined target times.  Retrieve data and produce computer generated reports in accordance with agreed requirements.

OTHER

11. Ensure the Group’s requirements, in respect of the Data Protection Act, are complied with in respect of the post held.   Ensure that correct procedures are followed with regard to computer equipment.

12. Be aware of and promote the Group’s Equal Opportunities Policy.

13. Take such steps as are reasonably practicable to comply with the Group’s Heath and Safety requirements.

14. Comply with the Company’s no smoking policy.

15. Participate in staff meetings patch meetings, Net work meetings and training courses, as required.


16. Undertake any other duties in line with the general level of responsibility of the post.

These responsibilities are likely to change over time as the Group evolves.  Gradual changes may result in the substitution of one function for another.  When substantial changes occur the post holder will be consulted and reasonable notice will be given before the change is introduced.

	JOB TITLE:           ADMININSTRATIVE ASSISTANT

LOCATION:          Estate Manager’s Office


	SPECIFICATIONS:
	ESSENTIAL
	PREFERRED



	Job Knowledge and Skills:

1.  An understanding an empathy with the needs of older people

2. Good organisational skills

3. Good communication skills

4. Good standard of literacy

5. Good administration skills


	X

X

X

X

X


	

	Education, Qualifications,

Specialist Training:
6. Good standard of general education
7. Excellent IT skills

	X

X
	

	Experience:
8. A minimum of 1-years administration experience

9. Keeping records

     10.Working as part of a team
     11.Working within a Housing environment


	X
X

X

	X

	Other Requirements

    12. Full Driving Licence


	
	X
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