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Fair Deal

Job Description 

Post:

Business Support Coordinator – Admin & Finance  
Salary:  


£17,000 pa
Hours:

35 per week 

Accountability:

Business Support Team Leader 

Job Summary:

You will provide flexible and responsive administrative support and reception duties.
Main responsibilities:
	General Admin & Reception Duties 
	-Answer and respond to telephone and front desk enquiries

-Take Messages

-Greet Visitors 

-Book internal and external rooms
-Ensure there is a supply of staff sign in sheets on a weekly basis

-Make bookings for taxis and record on spreadsheet

-Record weekly Fire alarm tests and update Health & Safety Log Book with Fire Evacuation Drills

-Typing 

-Photocopying

-Filing 

-Opening, recording and distributing of incoming mail and franking  and delivering outgoing mail

-Open building in morning and lock up in the evening

-Set up room and provide refreshments for Internal Meetings/Training Courses
-Ensure that all IT equipment  in reception area have paper and ink
-Stationery and Cleaning products ordering
-report faults with photocopier/printers to relevant staff member/external supplier

-Check info email account for emails and distribute
-Update/maintain admin recording and tracking systems 

	Finance
	-Scan Purchase Invoices to Receipt Bank (work with BS Team Leader to ensure all invoices are authorised on a weekly basis)
- Issue Petty Cash at reception (keep records for main office and reconcile regularly on Xero Finance System)
-Banking of petty cash and cheques and updating of banking spreadsheet and Xero Finance System

-Assist with the issue of Sales on a 4 weekly basis using the Xero Finance System(working with BS Team Leader)
-Assist with the chasing of Aged Debtors (working with BS Team Leader)



	Recruitment 
	-Post out application packs on request 
-Monitor applications received 
-Arrange interviews as instructed by Chair of panel
-Assist BS team Leader in the preparation of adverts and update Website accordingly


Carry out any other duties as delegated by the BS Team Leader.

Person Specification

· Educated to SVQ 2 in Business related discipline or equivalent experience
· Punctual & reliable 

· Flexible

· Good communication skills

· Able to use initiative
· Good IT Skills (Microsoft Word, Excel, Powerpoint & Outlook)

· Empathy with the aims and principles of Fair Deal
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