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	JOB DESCRIPTION
	HS&F & HEAD OFFICE ADMINISTRATOR 



1.
Post Details 


Post Title:


HS&F & Head Office Administrator
Location:
Deepdene House, First Floor, 30b Bellegrove Road, Welling, Kent DA16 3PY

Salary Scale/Grade:



Line Manager:
Health & Safety and Facilities Manager
2.
Job Summary 
Therapeutic optimism is at the heart of our work.  Bridge believes that all clients with mental health problems can achieve and make positive changes to their lives as they move along their pathway, and it is the responsibility of all staff at Bridge to support them in their journey.
2.1 
To provide HS&F Manager with administration support and be responsible for the reception and head office in general.  The principal tasks of the HS&F & HO Administrator, given below, do not represent an exclusive or static list of responsibilities.  From time to time the job description will be reviewed and amended, to reflect the change in demands of the work
3.
Main Relationships

3.1 
To develop and sustain positive working relationships with the Executive Team, all relevant managers, employees, Board of Trustees clients, external partners, and suppliers.
3.2 To liaise with relevant teams to provide administrative support as required.
4. 
Main Duties
Reception Support

4.1 To be the first point of contact for people engaging with Bridge Support on the telephone or in person with visitors to Deepdene being greeted in a professional manner.
4.2 To take minutes at the Health & Safety meetings where applicable and ensure agendas, minutes and actions are distributed within agreed timeframe of the meetings.
4.3 To check and manage the centralised mailboxes for Bridge Support.
4.4 To work with the Head of Operations providing support with operational administration related matters where required, including but not limited to:
4.4.1 Support with referrals 

4.4.2 Contract monitoring

4.4.3 Data inputting and analysis on a monthly basis for client outcomes 

4.5 To work with the HS&F Manager in providing support with all areas of office and health and safety administration where required in line, including but not limited to:
4.6    Housing management – Maintenance request procedure
4.6.1 To be the first point of call for telephone enquiries and direct calls to the relevant member of staff or service and also to sign post calls to other services.
4.6.2 To arrange catering for Board meetings and other Bridge events.
4.6.3 To take receipt of post, signed for courier packages and transfer to staff or service as appropriate.
4.6.4 Responsibility for dealing with post office, purchasing office supplies for Deepdene as well as other hubs, maintaining office and kitchen supplies.
4.6.5 To undertake general administrative duties which will include photocopying, faxing, scanning documents, mailing, filing and shredding.
4.6.6 To prepare and edit documents using Microsoft Office when required.

4.6.7 To develop and maintain hard copy and electronic filing systems.
4.6.8 To ensure that the organisation works within the Data Protection Act and that registration is maintained.

4.6.9 To ensure that organisational policies and procedures are placed in drop box and that review dates are adhered to providing assistance when required.

4.6.10 To assist with in-house office moves and setup desks for new staff based at Deepdene.
4.6.11 To ensure that stock and ordering of stationary is undertaken for all services and best provider on price is researched.

4.6.12 To co-ordinate events, meetings and conferences with the relevant department or service.  Some of these will be outside of normal office hours.
4.6.13 To update and communicate all standard staff forms, in line with quality standard. 
4.7 To manage/co-ordinate diaries for all staff if applicable.
4.8 To provide teas and coffees to visitors or staff in meeting
4.9 To manage the capacity of the building in line with the COVID-19 Risk Assessments 
4.10 To oversee the Boardroom/small office diaries and ensure standards are kept for the next event/meeting.
4.11 To manage and oversee the key safety procedures and log any new keys issued.
4.12 To put on the dishwasher at the end of the working day and make sure that it also emptied every morning.

4.13 To research and chase potential new supplier quotes as requested by the HS&F Manager.
4.14 To oversee the supplier and contractor personal data and to keep the data compliant with our own polices 
4.15 To monitor the Info Mailbox as well as the Guest relation Mailbox daily and pass over relevant emails to the correct person.
4.16 To handle the Central Admin petty cash flow by updating the petty cash spreadsheet when using petty cash and to request more petty cash when low from Finance. 

4.17 To keep documents in the Central Admin Dropbox up to date.
4.18 Assist HS&F Manager with:

·  Cancelling supplier/contract contracts as requested.

· Editing the Health and Safety training spreadsheet.
· Support HS&F with internal Health and Safety Audits.

· To complete the monthly Health and Safety Checks for Deepdene House 

· To distribute and store PPE stock, to request further stock when required.

· To support the HS&F Manager in obtaining service certificates for Deepdene House.
5. General Terms of Reference 
5.1
Seek to improve his/her own performance, contribution, knowledge and skills, and participate in training and developmental activities as required. 
5.2
Ensure the implementation of Bridge’s Diversity and Equality policy statement.

5.3
Comply with Health and Safety policies and procedures. 

5.4
Ensure the implementation of Bridge’s policies and procedures. 

5.5
Carry out other relevant duties, commensurate with the nature and grade of the post, as required. 
5.6   Ensure all work carried out is compliant with the General Data Protection Regulations and comply with Bridge’s General Data Protection policies and procedures.
 End

	Bridge Support
	PERSON SPECIFICATION



	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications/

Experience
	· Good level of maths and written English

	

	Knowledge
	· Knowledge of standard office administrative practices and procedures
	

	Skills/ Abilities
	· Organisation and planning skills

· Excellent communication skills – written and oral
· Good organisational skills
· Able to show initiative

· Judgement and decision-making skills

· Attention to detail and accuracy

· Unwavering commitment to confidentiality 
· Proficient computer skills and in-depth knowledge and skills in MS Office Suite
	

	Equal Opportunities
	· Awareness of equal opportunities best practice and implications in supporting service delivery
	

	Other
	· Able to self manage and prioritise

· Willing to be flexible and respond to priorities as required

· Willing to undertake training, as required.

· Awareness of Health & Safety practice
	











