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WARWICKSHIRE PROBATION TRUST
JOB DESCRIPTION

Job Title:


Temporary Approved  Premises Administrator




(Temporary until 31 March 2011)
Salary:


Band 3 pp 50-74 £21,391 - £27,102 pro rata
Hours:



18 ½  hours per week
Location:


Approved Premises Augustus House, Leamington Spa
Responsible To:

Approved Premises Manager

Special Allowances:

Casual Car User

JOB PURPOSE:

To be responsible to the Approved Premises Manager for the development and maintenance of efficient administrative services at the Approved Probation Premise.
MAIN DUTIES:

1
Word processing and audio/copy typing of correspondence to include reports and minutes of meetings.

2
Maintain/make master copies of all relevant documents needed in the daily running of the Approved Premises.

3
Maintain the Approved Premises Manager’s diary, including booking and organising appointments on their behalf.
4
Regular fortnightly meetings with the Deputy Manager to monitor/ensure when/if National Standards procedures are timely on all residents.  Monitor sick leave, annual leave and keep records.
5
Convene meetings, book venues, prepare agendas and distribute with relevant papers to group members and take minutes of meetings where appropriate.

6
Receive and make telephone calls, take messages and deal with enquiries from other probation staff and external agencies.
7
Allocated person to oversee that building repair and general maintenance of building and grounds is reported/actioned and logged to Morrison.  Ensure all work is carried out.

8
Devise, develop and maintain efficient administrative systems including the use of computer packages.

9
To carry out basic induction of the Approved Premises computing system to all new staff members.

10
Process mail and ensure satisfactory provision of administrative services including office security, reception and telephone services.

11
Collate and record statiscal information and completion of monthly Home Office returns.
12
Fax/post timely AW & relief staff working hours sheets to H/O with particular reference to Bank Holidays and Christmas period.

13
Administer the petty cash impress account, stamp book, voluntary funds and residents’ rent books, balancing of the resident’s pay phone.  Responsible for banking the weekly income and cashing of the imprest cheque.  Responsible for Approved Premises ‘float’ on a daily basis.
14
Monitor and report on the AP budget, and reconcile accounts and timesheets.

15
To carry out Workstation Health & Safety assessments on all AP staff

16
To act as local Systems Administrator for CITRIX, CRAMS, EOASys & Lotus Notes.

17
To be ‘First Call’ for local staff requiring help and support with IT.

18
Assist the Information Unit in the improvement of data quality on all systems to the required standards as determined locally and nationally.

19
Provide support and guidance for colleagues of all grades in the use of IT.

20
Contribute to the development of IT Service Provision within the Trust.
21
Any other duties commensurate with the grade of the post.
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