Office Administrator
 
	Hours 
	1 x Part Time 30 hours per week

	Salary
	£24,785 pa pro rata

	Contract 
	8-month contract

	Location
	Based at Mind in Salford, The Angel Centre, Salford

	Annual Leave
	27 days a year pro rata plus 8 Statutory holidays plus birthday and wellbeing leave of 3 hours per month 

	Pension
	5% employer contribution, 5% employee contribution, enhanced by salary exchange

	Probationary Period
	6 months

	Reporting to
	Advocacy Service Manager 

	DBS Check Level
	Enhanced 


Purpose of the role 
Mind in Salford provides a range of services including advocacy, welfare rights and debt advice, offering support to a range of people, including those with physical & sensory impairments, learning difficulties, dementia, autism, mental health problems and over the age of 60. 
We are looking for an Office Administrator to work with the Advice team and support the smooth running of our organisation. Experience in customer service, greeting clients, data input and answering the phones is essential for this role.
Main Tasks and Responsibilities  
· Good customer care skills, ability to put people first and ensure accessibility to the service
· Articulate and friendly and able to convey a variety of solutions and concepts accurately and concisely
· Motivated and organised with excellent time management skills
· Able to keep concise and complete records
· Able to use Salesforce as well as Outlook, Word, Excel and other Microsoft packages to a high standard
· Able to prioritise key tasks effectively whilst maintaining client care
· Able to act on own initiative, and complete actions
· Able & willing to learn, adapt and develop in the role and engage positively with new ways of working, alongside seeking appropriate training for professional development
· Able to manage day-to-day operations and develop and implement effective and efficient systems
· Able to work within legislative and quality frameworks
· Understanding of health and safety, including risk assessing and lone working precautions
· Understanding of and commitment to equal opportunities and diversity, confidentiality & data protection and Safeguarding Policies and Procedures
Person Specification
	
	Essential
	Desirable

	Knowledge/
Qualifications 
	At least 3 years’ experience in an administrative or customer service role 

Undertake an Enhanced Disclosure and Barring Service criminal record check 

Two detailed professional references will be required and disclosure of any potential conflicts of interest 

	Mental Health First Aider / Champion
Experience in Advocacy, Advice, Health and Social Care Roles 



	Skills/Ability
	Excellent written and verbal communication skills
Excellent active listening skills to understand the needs of clients

Good technical literacy of Salesforce, Microsoft Applications e.g. Word, Excel, and Access etc. 

Ability to handle multiple tasks in a fast-paced environment.
Creative, flexible, and imaginative approach to working with people with mental health support needs 
Ability to identify and manage risk incidents, including acting responsibly to ensure the safety of yourself and others and a thorough understanding of duty of care and the involvement of specialist services. 
To assist with actively promoting the service to both professionals and clients, to ensure that the service is filled to capacity and to encourage referrals.
	

	Experience
	Experience of working in an office environment
Experience of working with adults with common mental health problems
Experience of managing workloads

	Experience of engaging and
working with service users and
partners.

	Behavioural 
	Ability to adapt to changing work schedules.

Motivated, confident, and resilient.

Open to change and able to work flexibly in line with the needs of the service/organisation.

Commitment to working in partnership with service users, management, and staff.
	
Understanding of the challenges faced by people experiencing mental health difficulties.

Demonstrate a commitment to equality and diversity in the workplace.

Commitment to safeguarding clients and others you may meet as part of your role.
	




