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JOB DESCRIPTION

This job description is not intended to be an exhaustive list of your responsibilities. We reserve the right to require you to undertake such other tasks or duties, as may be appropriate to your status, experience and capability. We reserve the right to transfer an employee from one job to another and from one department to another, subject to capability, in order to benefit the efficient operation of the business.


JOB TITLE: General Administrator
SALARY: £26,189

MAIN PURPOSE OF THE JOB: 
The General Administrator will provide comprehensive administrative support to the organisation, ensuring the smooth and efficient operation of office systems and processes. The postholder will support colleagues across all departments, manage correspondence, maintain records and act as a first point of contact for enquiries.

WHO THEY ARE RESPONSIBLE TO: Accountant

MAIN TASKS OF THE JOB: 
· Undertake general administrative duties to support the smooth running of day-to-day office operations.
· Act as first point of contact for incoming enquiries e.g. calls, emails, walk ins.
· Provide administrative support and advice to service managers and staff.
· Assist service managers to gain and report customer feedback.
· Provide health and safety administration support to ensure compliance across FLF offices.
· Serve as the primary contact for staff and oversee successful resolution of IT issues.

CONTINUOUS PROFESSIONAL LEARNING, DEVELOPMENT AND HEALTH & WELLBEING:
· Take ownership of one’s own continuous professional development and learning as set out in FLF’s Supervision and Appraisal programme.
· Put into practice effective skills which promote inclusion, strength-based working, and trauma informed delivery.
· Be committed to promoting safety-first practices to assure safety, wellbeing, selfcare and safeguarding for all.

All staff have a duty to protect supported individuals from abuse and to report any concerns immediately to their line manager or other management staff and to work in accordance with the Protection of Vulnerable Groups (Scotland) Act 2007 and Data Protection/GDPR legislation. This role will be reviewed under the Disclosure (Scotland) Act 2020 (updated August 2026) legislation and therefore any employee holding this role may be subject to Disclosure Checks or PVG membership requirements prior to taking up the role.

Employee Signed:		 ………………………………. 		Date: ……………….
Employer Signed: 		….……………………………. 		Date: ……………….



PERSON SPECFICATION

	Attributes
	Essential
	Desirable

	Experience
	· Experience of general administration e.g. organising meetings, mail, data entry.
· Knowledge and experience in customer service
· Experience of meeting targets and achieving requirements and deadlines
	· At least 2 years’ experience of working in a busy office environment
· Experience of working in the Voluntary Sector
· Understanding of homelessness and the impact of poverty

	Education, Qualifications & Training
	· HNC in a relevant subject.
· Willingness to learn and develop one’s skills and knowledge
	· Training in customer services
· HND in Business & Administration or working towards a qualification.

	Skills, Abilities & Knowledge
	· Good organisational and self-management skills
· Skilled in using Office 365 packages such as word, excel and PowerPoint.
· Basic IT skills with the ability to support colleagues with common technology issues.
· Ability to work in accordance with policies, procedures and confidentiality requirements.
· Ability to work independently and within teams
· Positive thinker, able to build rapport and create solutions
· Commitment to ongoing learning, reflective practice and continuous improvement.
	· Knowledge of current issues affecting social services and social care
· Full valid driving licence and access to own transport (with business insurance) or otherwise be able to travel throughout Fife.

	Interpersonal & Communication Skills
	· Compassionate and non-judgemental approach when delivering customer service
· Confidence in call handling and dealing with difficult calls
· Ability to establish and maintain productive relationships both within and outwith the organisation
· Able to maintain professional boundaries and uphold confidentiality
· Understanding of handling confidential and/or sensitive information.
	· Ability to recognise and manage own stress and/or seek support
· Up to date training in data security, handling sensitive and personal data/ information

	Value Base
	· Commitment to maintaining service quality standards and improvement
· A belief and evidence of working to the values underpinning fairness, social inclusion, independence and professionalism.
	· Willingness to challenge the status quo in a positive manner
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