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JOB DESCRIPTION

Job title:

Administrator

Grade:


4 

Directorate:

Communities & Intelligence / Development & Environment /




External Affairs / Resources

Job purpose

To provide administrative support to the team/directorate, as a member of the support team.

Principal accountabilities

1. Provide general administrative support, including

· Handling incoming and outgoing post

· Arranging and/or undertaking document production services, e.g photocopying or bulk mailings.

· Arranging meetings and managing diaries and ‘bring forward’ systems

· Word processing, data entry and other related tasks.

· Maintaining filing and other office systems

· Support to projects and/or events, as directed by member of the unit

· Raise purchase orders and complete goods received notices via the finance database to ensure the timely confirmation and delivery of required goods and services.

2. Act as a first point of contact for enquiries to the unit.

3. Assist with the coordination of the Mayor’s correspondence that is allocated to the unit, including allocation of correspondence to appropriate team members and providing responses to straightforward letters and emails.

4. Ensure the timely ordering of stationery and other supplies, adhering to the Authority’s corporate procedures.

5. Undertake other administrative responsibilities as may be required on a flexible basis.

6. Realise the benefits of London’s diversity by promoting and enabling equality of opportunities and promoting the diverse needs and aspirations of London’s communities

7. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams

Dimensions

accountable to:
Assistant Director, Health and Communities

accountable for:
Resources allocated to the job

Person specification

Technical requirements/experience/qualifications

1. Experience of using IT systems including MS Outlook, word-processing, spreadsheets and databases.

Behavioural competencies

Stakeholder Focus

… is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and manage others’ expectations.  

Level 1 indicators of effective performance

· Listens to understand requirements without making assumptions 
· Demonstrates an enthusiastic and ‘can do attitude’ to all requests 
· Provides timely, accurate and personalised responses 
· Provides a polite and helpful first point of contact for stakeholders
· Learns from feedback to improve personal service to others

Communicating & Influencing

… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.

Level1 indicators of effective performance

· Represents self and team positively within the organisation
· Speaks and writes clearly and succinctly using appropriate language that is easy to understand 
· Considers the target audience, adapting style and communication method accordingly

· Communicates persuasively and confidently

· Checks for understanding

Planning and Organising

… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches

to deliver work on time and to a high standard

Level 1 indicators of effective performance
· Plans and prioritises own workload to meet agreed deadlines
· Advises colleagues or manager early of obstacles to work delivery
· Perseveres and follows work through to completion
· Checks for errors to ensure work is delivered to a high standard first time

· Effectively juggles priorities
Problem Solving

… is analysing and interpreting situations from a variety of viewpoints and finding creative, workable and timely solutions. 

Level 1 indicators of effective performance

· Breaks down work issues, seeking further information if necessary
· Provides workable solutions to solve immediate work problems

· Makes suggestions and implements improvements to personal work processes
· Actively supports new initiatives and tries different ways of doing things
· Learns from others’ experiences
Organisational Awareness

... is understanding and being sensitive to organisational dynamics, culture and politics across and beyond the GLA and shaping our approach accordingly

Level 1 indicators of effective performance

· Understands the structure and statutory responsibilities of the GLA 
· Understands how own role and work contributes to team and organisational objectives
· Understands the role of the GLA, the Mayor and the Assembly in relation to Londoners
· Is sensitive to the culture and political context of the GLA and uses it to work effectively
· Treats GLA information as sensitive and confidential

Responding to Pressure and Change

… is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift. 

Level 1 indicators of effective performance

· Stays calm in pressurised and demanding situations
· Responds flexibly to changing circumstances

· Recognises when unable to cope and asks others for help
· Demonstrates openness to changing work priorities and deadlines
· Maintains personal well-being and achieves a balance between work and home life
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