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Job title: Admin Assistant
Permanent Contract
Hours: 37 hours (Full time, but part-time hours considered)
Responsible to: Operations Manager
Location: Suffolk Law Centre, 46a St. Matthew’s Street, Ipswich IP1 3EP
Salary: £23,088 FTE (Real Living Wage)
The role is office based
JOB DESCRIPTION

Key Duties
· Deal efficiently with all incoming enquiries from those seeking our help - whether by phone, email or in person
· Provide information, signposting and referral services to enquirers - this involves identifying the underlying legal issues in order to triage effectively
· Receiving initial enquiries/booking forms via email, website, phone and in-person
· Processing enquiries and forwarding to appropriate Suffolk Law Centre (SLC) service and/or staff member
· Working with reception volunteers to ensure all callers are deal with appropriately
· To deal with all incoming and outgoing post
· Managing SLC’s finance mailbox 
· Maintaining SLC’s finance records
· Uploading all finance papers into our accounting software
· Using the accounting software to create new invoices and remittance advices
· Using online banking to make payments and download statements
· Administering expenses claims procedures
· Administrative support to payroll
· Petty Cash reconciliation
 



PERSON SPECIFICATION
Please use the application form to show how you demonstrate each of the following skills, abilities or knowledge:
Essential 
1. Good verbal communication skills (over the phone and face-to-face), particularly with people in distress and people for whom English is not their first language
2. Excellent working knowledge of Microsoft 365
3. Excellent administrative skills, including ability to help us improve our current processes
4. Excellent organisational skills
5. Ability to work well in a small, busy team (of staff and volunteers)
6. Ability to use initiative and to manage your time to prioritise workload and to meet deadlines
7. An interest in law centres and the work they do 
8. An understanding of confidentiality 
9. A commitment to SLC's Equality policy 
Desirable
1. Understanding of the difference legal advice can make to people’s lives 
2. Mental Health awareness  
3. Knowledge of the voluntary sector in Suffolk 
4. Ability to research information where required
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