Omagh Independent Advice Services
Receptionist/Administrator
APPLICATION PACK
ALL COMPLETED APPLICATION FORMS TO BE 
RETURNED TO:

MANAGER

OIAS

2ND FLOOR, Omagh Community House,

2, Drumragh Avenue, Omagh.  BT78 1DP

info@oias.co.uk

NO LATER THAN 12 NOON ON 
TUESDAY 22nd OCTOBER 2024
A signed email copy will be accepted
 C.V’S will not be accepted 
Pack includes:  
Job Description




Personal Specification




Application Form


Monitoring Form 
INTERVIEWS WILL TAKE PLACE ON

FRIDAY 15th NOVEMBER 2024
Omagh Independent Advice Services
JOB TITLE:


Receptionist/Administrator

RESPONSIBLE TO: 
Manager
SALARY:


£22,366 Gross

HOURS OF WORK:
Monday – Fridays 35 hours per week
LOCATION:
Omagh Independent Advice Services, Omagh Community House, 2 Drumragh Avenue, Omagh.
SUMMARY OF MAIN RESPONSIBILITIES:
The receptionist/administrator will work in a busy public office as part of a small and dedicated team providing an advice and information service to the general public. Your role will be to act as OIAS’s first line of contact ‘triage’ with its clients, external organisations and the public and ensure that office records and procedures are maintained to the highest quality and continually improved.

SPECIFIC DUTIES:
· To offer a triage service to centre users and to ensure that all necessary and appropriate help is given to them;

· Be responsible for the making of appropriate appointments for the OIAS Advisers and signposting clients to OIAS’s services e.g. Drop-in Sessions, Rural Outreach Sessions, Home Visits etc;

· Be responsible for all incoming phone calls, email and messages for all of OIAS staff;

· Overseeing general office procedures including the maintaining of records, filing and information systems and photocopying duties

· Providing direct secretarial support to the Manager and Management Committee as directed;
· Update and maintain online/desk diaries

· Be Responsible for producing invites, flyers, Annual Reports, Newsletters and other relevant documents;

· Take responsibility for external mailings e.g. Newsletters, AGM Mailings, Special Event Mailings etc;

· Maintain and update relevant databases of funders, key stakeholders, external organisations etc;

· Be responsible for the ordering of office stationery;

· Assist with the arranging of venues and catering for OIAS Meetings;

· Participate fully in training programmes, both internal and external, as arranged by the Manager;

· Liaise with Manager with regards to self development;

· Contribute to the development and maintenance of appropriate statistical and information systems in support of the Advice Centre;

· To attend staff and, when required, Management Committee meetings

· Attend any training sessions, seminars, meetings/discussions considered necessary;

· Liaise with other Advice Centres and external organisations to ensure effective internal and external communication;

· Undertake any other reasonable duties as required.
PERSONAL SPECIFICATION
This personnel specification shows essential skills, abilities, knowledge and/or qualifications required to be able to carry out the duties of this post. Please address these in completing the application form, drawing upon all of your experience, whether at work or on a voluntary basis.

JOB TITLE:

Receptionist/Administrator


EDUCATION/QUALIFICATION RANGE
Qualifications/Training:


Essential
5 GCSE’s graded A-C or equivalent, one of which must be English Language or NVQ

Level II Administration.

Recognised Level II Typing/
WordProcessing Qualification or equivalent.
Experience:

Essential


2 year’s recent experience 

of working in a public reception.

Minimum of 2 years Office/Administration Experience

Experience of using Microsoft Office including Word, Publisher, PowerPoint, Social Media and E-mail.


Desirable


Knowledge of Welfare Rights.

Experience in using/devising Databases.

Skills:

Essential
Excellent communication skills and the ability to present work clearly both orally and in writing.






An awareness of confidentiality and GDPR.
Ability to work under pressure without “on the job” supervision and to prioritise and organise own workload.

Knowledge/Values Attributes:

Essential
Ability to work within the aims, objectives and values of OIAS.

Committed to OIAS’s policy of Equality of 

                                                Opportunity.

Committed to attend training in Welfare Rights.


Desirable


Flexibility.

An understanding of and a commitment to the provision of independent advice.
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