Job Description

Job Title: 


 Administration Assistant. [image: image1.png]Partners for
c Inclusion
Group




Responsible To:  

L&D Manager
Salary:  


£18,525 pro rata.

Hours of Work:  

30 hour per week.

Location:  
Partners for Inclusion, West Kirk, 84 Portland Street, Kilmarnock, KA3 1AA.

Employment Status:  
12-18 months fixed term maternity cover.

Job Purpose: 
To assist the Learning and Development Team in all aspects of the Organisations training programme by undertaking a mixed range of administrative / training tasks
Main Duties and Responsibilities

· To undertake a wide range of regular administrative duties including answering calls and correspondence; advising on training requirements for staff / team members, updating training records on Management Information System (CARISTA) and processing certification.
· Maintain accurate computer based records for team members

· Respond to queries relating to Learning and Development function and its training programme

· Organise online and face to face training for team member in line with the Organisations L&D programme

· To produce regular reports using CARISTA to update line managers and staff on mandatory training requirements and staff training records
· To assist in providing staff members with login and passwords on various e-learning platforms within the L&D programme

· Maintain databases in relation to regulators Scottish Social Services Council (SSSC)
· Provide adhoc cover on Reception 

· Assist in preparation of “how to” guides for training and departmental use

· To operate Microsoft Office Packages, i.e. Microsoft Word, Microsoft Excel etc.
· To work within the bounds of confidentiality.


· Ensure that all calls are handled promptly and courteously, responding efficiently and effectively.
· Any other duties as commensurate with the post and that may be required in connection with the Partners for Inclusion Group


Other duties

The Administration Assistant will undertake training and development activities as agreed with their Line Manager.

You will ensure that all work is undertaken in accordance with Health and Safety Legislation rules and regulations, following procedures and maintaining awareness of matters relating to duties of post.
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