Citizens Advice Hull & East Riding
Post:



Administrator
Responsible to:

Administration Supervisor 

Hours:
37 hours per week (including Saturday mornings on a rotational basis)  

Salary:
£20,493 pa pro rata 
Person Specification
1. Previous experience of dealing with the public and able to demonstrate a strong commitment to customer service in all activities.

2. The ability to show patience, tact and discretion, especially in relation to confidential issues and client matters.
3. Excellent communication skills and the ability to deal with people at all levels including the public, referral partners and other Stakeholders. 
4. Proven experience of administration covering the full range of professional and administrative services, including drafting correspondence and transcribing minutes.


5. Excellent organisational skills and proven ability to manage a varied workload to achieve priorities and objectives. 
6. The ability to work under pressure, alone or within a team, prioritise a wide variety of tasks, and to deal with challenging situations in a sensitive and creative manner.
7. Experience in using a wide range of relevant IT packages, including Microsoft Office suite, to design and manage Excel spreadsheets and produce professional correspondence, reports, presentations and statistical analysis.

8. Numerate with the ability to record and analyse statistical information and develop and maintain basic office financial reporting and control systems, including the management of petty cash. 

9. Flexible, with the willingness for work as a team to cover a service operating from 8 am to 6.30pm Monday to Friday. Able to work Saturday morning 9am to 12pm on a rotational basis.
10. An understanding of and commitment to the aims and principles of the Citizens Advice service and its Equality and Diversity policies.
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