GideonsUK
SUMMARY JOB DESCRIPTION FOR 

OFFICE ADMINISTRATOR
1.
Title
Office Administrator
2.
Location
Western House, George Street, Lutterworth, Leicestershire.

3.
Accountability
The Office Administrator is accountable to the PA to the Executive Director.

4.
Objective
To provide administration support throughout National Office, as directed by the PA to the Executive Director, in order to achieve the purpose of the Association which is to introduce others to the Lord Jesus Christ.
MAIN RESPONSIBILITIES AND DUTIES

	5.  Communication/Correspondence



	5.1
	Type letters, emails, minutes and other reports.


	5.2
	Provide general administrative support to the management team.



	5.3
	File documentation to relevant files and organise files within the overall system. 


	5.4
	Answer telephone calls and deal with general queries from the membership and the general public – letters, emails and telephone calls.



	6.  Publications



	6.1
	Assist in the production of Gideon News publication.


	6.2
	Assist in the production of flyers, brochures and other publicity material, and liaise with designers and printers.



	7.  Committees/Working Groups


	7.1
	Prepare paperwork, and send information by email, for National Cabinet Meetings and other committee/working group meetings.


	7.2
	Produce minutes for National Cabinet Meetings and other committee/working group meetings.



	7.5
	Distribute minutes for Executive Committee, National Cabinet and other committee/working group meetings 



	8. General


	8.1
	Process Disclosure applications for members.


	8.2
	Maintain the holiday calendar.


	8.3
	Keep note, as provided by staff, of appointments and other times they will be out of office. 




9.
The Office Administrator is to carry out such work and to accept such further responsibilities as shall be reasonably required from time to time in order to meet the objective of the Association as already stated.
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