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Job Profile 
Administrator (CtW) 					Grade: 3				Date created: November 2025 

	About the Job    


This is one of several posts that will work flexibly as a team across the Connect to Work programme, under the direct supervision of the Administration Team Leader and direction of the Team Manager to support the Employment and Skills Hub in the effective delivery of the Connect to Work programme.
	
This is what we need you to do... 
· To provide general administrative support including dealing with telephone enquiries, diary management, taking meeting notes, reception and other such duties as required. 
· Ensure that any necessary administrative processes that support the service area’s activities are carried out effectively to help meet objectives. 
· Manage email inboxes and respond in a timely manner. 
· Produce a range of documents including letters, reports and other documents as requested using a range of IT and Microsoft packages e.g. Word, Excel etc. 
· To administer financial records to meet ESFA and other audit requirements (invoices, petty cash, etc.) 

	
· Organise and support meetings as required maintaining confidentiality at all times. Take minutes and send out in a timely manner with the support of your line manager. 
· Support the team with arranging events, bookings, refreshments, invitations etc.
· Maintain filing and recording systems.
· To provide administrative support (including Reception cover) across the service to better meet business needs. 
· Answer routine enquiries from service users, internal and external customers, and ensure that enquiries are responded to professionally and relayed accurately and timely. 
· Assist with the response to all customer enquiries and requests for data in accordance with corporate standards and agreed guidelines. 




	


	


Monitoring and ongoing development of outcomes
As part of the annual appraisal, outcome-based targets will be developed in conjunction with the post holder and will supplement this job profile.  The job profile will be subject to regular review and the Council reserves its right to amend or add to the accountabilities listed above.
	
The ideal candidate will have... 

Experience
· Innovative and creative approach
· Able to work on own initiative
· Experience of working with, or supporting, disabled people 
· Experience of working in a customer facing environment (face to face and on the telephone)
· Experience supporting teams or managers in a personal assistant capacity


Knowledge, Skills and Understanding
· Good inter-personal skills 
· Excellent skills in Microsoft Outlook, PowerPoint, Word, Excel and other ICT systems. 
· Excellent communication skills, both written and verbal at all levels
·  Strong organisational skills
·  Effective time management


	


Behavioural attributes
· Ability to take responsibility and work on own initiative, under pressure and to deadlines without direct supervision.
· Able to balance competing demands effectively.
· Contributes positively to organisational change.
· Enthusiastic about learning and sharing new approaches and skills and continuing professional development.
	· Flexible and adaptable working practices.
· Good communication skills both written and verbal.
· Maintain a strong customer focus at all times.




Education & Qualifications
Essential: 
· A range of qualifications will be considered for this post

 



	[image: C:\Users\ltaylorpockett\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\ZLOVZWFN\Equality logos.jpg]We want to be an employer of choice, attracting and retaining excellent people to work for us, so that we can best serve all of Gloucestershire’s diverse communities.  Our promise to you is that we will provide an inclusive and supportive working environment that enables you to bring your whole self to work and realise your full potential.
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