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Administration Assistant
	Role profile 
JOB PURPOSE

	
You will assist the Procurement Partner by providing administrative support to meet the diverse needs of the business. The role will involve supporting the administration of;
· procurement activities, including tender processes and internal  framework management 
· maintenance of records, including vehicle fleet compliance and checks
· management of offices by facilitating maintenance work, ordering goods and ensuring compliance with Health and Safety 
· van stock checks and associated supply chain.


	ROLE DIMENSIONS

	· circa 16 procurement activities per annum
· circa 3 meetings per month (co-ordination & admin; internal management & suppliers)

	KEY RELATIONSHIPS 

	

	Reports to: Procurement & Corporate Services Partner 

Team: Governance
	Line manages:  N/A

	
External: Suppliers / Contractors /Consultants / Consultancy Hub clients / lease companies
	
Internal:  Across all departments and levels of management



	FOCUS & KEY RESPONSIBILITIES

	
The responsibilities of the  Administration Assistant include;
· Assisting with procurement activities such as; tender preparation and coordination of selection panels, maintaining tenders & contracts registers
· Support the establishment and management of Internal Frameworks , ensuring excellent customer service to clients
· Address day to day issues related to the running of the commercial fleet (e.g. co-ordination of repairs, scheduled maintenance & driver checks)
· Process commercial fleet van stock and material supply chain (e.g. invoices, credits, stock counts) 
· Address day to day issues related to the running of the group offices (e.g. reporting & co-ordination of repairs, cleaning & maintenance services)
· Support colleagues in the governance team and across the business generally to meet the demands of the business
· Arrange and take minutes at meetings (internal and with suppliers)
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	QUALIFICATIONS 

	· Full Driving Licence to drive in the UK and a willingness to drive Light Commercial vehicles

	EXPERIENCE

	
	Essential
	Assessed by:

	· Previous experience of delivering an administration service to a diverse team of people
	Application (A) / Interview (I)

	· Experience of coordinating a range of tasks at any one time 
	A/I

	Desirable
	

	· Experience of working within a housing or procurement related field 
	A/I

	· Experience of liaising with suppliers and partners 
	A/I




	KNOWLEDGE AND SKILLS

	
	Essential
	Assessed by:

	· Numeracy and literacy – attention to detail and accuracy in data entry, data analysis
· Microsoft Word and Excel (Intermediate level)
	Ability test (AT)

AT

	· Ability to take minutes & prepare basic reports
· Ability to work under own initiative 
· Excellent organisational skills, attention to detail and accuracy in data entry, data analysis
· Well-developed communication and customer service skills
and accuracy in data entry, data analysis
· Ability to work independently within agreed procedures and escalating difficulties or concerns in a timely manner.
· Knowledge of the importance of Health and Safety in the workplace (specific training will be provided as required)

	A/I 
I
A/I / AT

A / I

A / I

A / I

	Desirable
	

	· [bookmark: _GoBack]Knowledge of public sector procurement processess 
	I
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