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SENIOR ADMINISTRATOR – REMIT

Positive Childhoods               Empowered Parents              Dynamic Communities

The Senior Administrator is employed by and accountable to the Directors of Care and Learning Alliance.  The post holder will be line managed by the Executive Manager. The post is office based (Inverness).  

Professional Values and Personal Commitment

The Senior Administrator will provide positive leadership and management to the Inverness office staff and ensure that the office runs smoothly and efficiently. They will have specific responsibility for ensuring the successful implementation of the company’s Customer Relationship Management system (CRM) and related IT tasks. 

Professional Knowledge and Understanding
 
The Senior Administrator will work closely with the Office Administrator and the Clerical Officer based in Inverness and be directly responsible for monitoring respective workloads and office effectiveness.

The Senior Administrator will do this by:

· Supporting effective teamwork and collaboration through; role-modelling and advice, conducting staff appraisal, support/supervision meetings and directing work tasks as required to meet internal and external needs.  

· Creating an open and positive environment for staff to grow and flourish as part of the team.  

· Ensuring that all office information systems are maintained appropriately; this will include the Customer Resource Management system (CRM) and Office 365. Implement and introduce office protocols as required to ensure efficient transfer of and access to information.

· Taking lead responsibility for the effective management of the CALA online learning system, including responsibility for the electronic management and monitoring of voucher codes/ passwords allowing users ease of access.  

· Linking with the Communication and Website Coordinator and Marketing Intern, as appropriate, to ensure that information systems link effectively with web and other strands of work. 

· Being a key contact for any feedback around online systems and linking with both internal and external support teams to resolve issues quickly and effectively. 

· Ensuring CALA membership needs are met by jointly planning the office year diary with the office team; including the effective management of annual membership and insurance renewals and the annual conference. 

Professional Skills and Abilities
	
The Senior Administrator will:

· Promote and support the development of collaborative working with both internal and external customers of the Inverness office to ensure a high quality service is delivered to all.

· Use an appropriate range of skills and strategies to manage self and the office staff team.

Professional Learning and Development

The Senior Administrator will develop and value themselves and others by taking responsibility for their own professional learning and development and that of their staff team paying due regard to our recently adopted `In your hands` support systems for office staff.

The Senior Administrator will:

· Positively contribute to the internal CALA support, supervision and appraisal processes to aid ongoing development.

· Identify and undertake appropriate personal learning and development and support this for staff for whom they have line management responsibility.
 
· Seek to achieve continual improvement and leadership skills through ongoing reflection and evaluation of the service provided; analysing theory, policy and practice.

· Engage in professional reflection.

.
The Senior Administrator will perform any other duty reasonably falling within the scope of the post as determined by the Line Manager.


This Remit will be reviewed annually.
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