Sunderland South Forum

Job Description
Job Title

South Forum Administrative Officer
Grade:
Scale 2 (two year contract)
Hours:
18.5

Location:
Jubilee Centre, Allendale Road, Farringdon, SR3 3EL

Responsible to:
Development Coordinator

Purpose of Job
Under the direction of the South Forum Development Coordinator,

Provide clerical and administration support to the South Forum.

Principle Responsibilities
1. To Provide clerical support to the Development Coordinator

2. To assist in the smooth running of the administrative procedures relating to the South Forum.
Main Duties
1. To undertake typing, word processing, desk top publishing and other computer based duties, website and newsletter.
2. To assist in the maintenance and updating of relevant database, records and files

3. To service the South Forum meetings and any other meeting as and when required.

4. To deal with incoming and outgoing mail as required

5. To carry out photocopying and the transmission and recording of facsimile messages as required.

6. To liaise with staff from a range of agencies, and the public in the performance of their duties

7. To carry out all administrative and financial transactions in line with polices adopted from the South Forum

8. To assist in the financial administration of a petty cash system.

9. To control and maintain all stationery

10. To respond to enquires in person or by phone in an informal manner and in line with customer care policies.

11. To carry out the duties of the post with full regard to current Health and Safety Legislation

12. To undertake any other duties commensurate with grade, as may be required from time to time

13. To undertake an agreed programme and professional development.
