Women’s Resource and Development Agency

Job Description

Title:


Office and Financial Administrative Assistant 
Location:

6 Mount Charles, Belfast BT7 1NZ
Hours:

28 per week
Status of post:
The salary is NJC Scale 5 pt 12 £24,054 (pro rata = £19,243)+ 6% pension contribution.
 
Status of Post:
6-month contract expected to be extended subject to funding
Job Purpose:
To provide comprehensive office and financial management support, and data entry, to ensure an effective working environment within WRDA. 
Main duties:
· To provide administrative support in line with WRDA’s policies and procedures, e.g. photocopying/printer maintenance, post, and assisting colleagues with IT support.
 
· To provide reception cover, i.e. telephone and emails.
 

· Provide a dedicated administrative support service to Director and senior managers, including diary management, drafting letters, arranging meetings and other communications

· Ensure that callers to the building are welcomed and their requests dealt with in a professional manner. 

· Provide business administrative support to WRDA projects & programmes i.e. bookings of venues, travel and accommodation
· Adherence to GDPR and related data protection practices
· To conduct internal verifications and evaluations of training programmes

· Assist Finance & HR manager in the administration of financial processes
· Monitor and order materials, office goods and services following company policy 
· Record and compile minutes for a range of meetings
· To assist with updating and maintenance of Training Manuals
· To assist with updating and collating materials for project and training resource packs 
· To perform data entry
Other

· Produce reports for supervision and as otherwise required

· Any other duties as may be appropriate.

