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Step Ahead Services Ltd

Unit 12-14 Grange Mills
Weir Road

Balham

SW12 0NE
Tel: 020 8689 2965




Email :Admin@step-a-head.co.uk
STEP AHEAD SERVICES JOB DESCRIPTION
DESIGNATION:
Admin Assistant     LOCATION:
Above address
	Designation: Admin Assistant
	Reporting to: Manager/Supervisor


MAIN PURPOSE OF THE JOB
To provide administration support, must possess good communication skills, good telephone skills and be flexible. Good IT skills and proof of this. A Good command of English is required for letter and report typing. Ensure the day to day running of the office. Outlook express, Word and Excel skills are essential.
SUMMARY OF RESPONSIBILITY AND PERSONAL DUTIES

1 Coping data from monthly and weekly reports to spread sheet for monitoring purpose
2 Maintain records of weekly, monthly etc. reports and chase staff for it

3 Check emails and take necessary actions, forward important emails manager, etc.

4 Training booking for staff/helping with HR related duties
5 Keep records of placement referrals from LA

6 Inputting data/Record keeping of all types of data
7 Keeping records of Bills/payments/damages/repairs/cleaning etc for all properties.
8 Typing Letters to landlord, council tax, letting agent and clients.

9 Receiving and making phone calls 

10 Taking Minutes at Meetings

11 Taking Messages and passing on to relevant parties.

12 Developing new systems for the office.

13 Ordering equipment for the office and clients etc. 

14 Filing, scanning and Faxing.

15 Help staff for our portal, email management, IT related issues

16 Agency timesheet and bill management, rota records

17 Utility/broad band etc. management for all our properties

18 Property Management 

19 Helping with staff Files

20 Ability to liaise with different agencies.

21 Remain professional. 

22 Help to establish smooth running of the office.

23 Any other duties requested by the manager/supervisor.
EQUAL OPPORTUNITIES
Step Ahead Services is committed to the active promotion and support of equality of opportunity both in the way it manages and delivers services and in its role as an employer.  No individual will be discriminated against on the grounds of colour, race, nationality, ethnic or national origin, disability, marital status, sexual orientation, religious belief, age, trade union or political activities.

Individuals are selected and promoted on the basis of their merits and abilities for a post.  All applicants who are disabled and meet the essential criteria will be offered an interview.
Undertake other duties as required by management, commensurate with the post.
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