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Description automatically generated]Operations Support Administrator Job Description
	Job Title:
	Operations Support Administrator

	Reports To:
	Operations Support Manager & EA to COO



	Job Summary:
	Reporting to the Operations Support Manager, the Operations Support Administrator role will be to support with effective administration and business support. This position involves supporting various operational functions, maintaining compliance documentation, managing data systems, and facilitating communication between different departments.



	Role Responsibilities:

	· Supporting the Operations Directors and the Regional Directors with producing letters, minute taking and other administrative duties.
· Booking hotels and other travel as requested via our preferred travel provider
· Collation of divisional reporting and data on a regular basis
· Working closely with the Operations Support Manager to assist with meeting planning and event organising
· Attending and minute taking for meetings as and when required
· Maintaining an accurate and efficient online filing system
· Provide clerical support to the team and, when appropriate other staff, including diary management
· Support Reception with answering the Switchboard, dealing with enquiries.
· Experience of producing Powerpoint presentations 
· Liaise with care home managers and other stakeholders to provide administrative assistance as required
· Adhere to Avery Policies and Procedures
· Attend staff meetings and staff training sessions as necessary 

This is not intended as an exhaustive description of duties and responsibilities and may be amended following consultation with the jobholder.




	Person Specification:

	Experience 
	Essential/Desirable 
	Assessment 

	Hold as a minimum NVQ /QCF Level 2 in Administration or business studies or equivalent qualifications
	E
	CV/Application form

	3 years’ administration experience
	E
	CV/Application form

	Ability to use systems (Microsoft/outlook/Excel/Office 365)
	E
	CV/Application form

	Knowledge/Skills & Abilities
	
	

	Ability to communicate effectively both verbally and in writing.
	E
	Interview

	Effective interpersonal skills and professional telephone manner
	E
	Interview

	Display a commitment to self-development
	E
	Interview

	Establish good relationships with all staff within the company
	E
	Interview

	

	Values – I am fully committed to being: 
· Caring
· Supportive
· Honest
· Respectful
· Accountable




	Agreement:

	
Employee Signature:

	
	
Date:
	

	
Manager Signature: 

	
	Date: 
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