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SOMERSET CARE

 ADMINISTRATOR

Job Title: 

Administrator

Reporting to:

Home Manager and Deputy 

Job Purpose:

The post-holder is a member of the Home’s Senior Team and is responsible to the Home Manager for all administrative and financial tasks undertaken within the Home.

Main Tasks

1. Provides financial support to the Home’s Management Team including accounting, bookkeeping, budgeting, VAT and the preparation of financial reports. 

2. Undertakes regular reviews of expenditure and income against targets and provides reports for both the Home Manager and Central Office.

3. Responsible for Income procedures operated within the Home, including the issuing of invoices, and ensures that the systems used are in accordance with Company Policy.  Income to be collected will include:

· Long Stay residents (Nursing and residential as applicable)

· Short Stay residents (Nursing and residential as applicable)

· Day Care.

· AD HOC Payments 

(Money to be collected will include amounts due to both the Company and the Social Services).

4. Reconciles income on at least a weekly basis and ensures that monies received are banked promptly.  Chases arrears and notifies Central Office of outstanding amounts.

5. Assists the Manager with salary procedures for staff of the Unit.  Liaises with the payroll department and deals with queries raised by staff.  Ensures that appropriate notifications are made in respect of new starters, leavers, changes in hours, etc, and that Statutory Sick Pay procedures are followed.

6. Ensures that Unit purchasing complies with Company policies and represents value for money. Purchasing procedures include:

· Overseeing orders; entering details in Commitment Accounting system and checking and processing invoices.

7. Maintains petty cash records.  Prepares reimbursement claims for certification by the Home Manager, reconciles accounts with bank statements and enters details on Commitment Accounting records.

8. Responsible for recruitment procedures.  In liaison with the Human Resources Team, arranges for advertisements to be placed for staff vacancies; contacts candidates for interview; takes up references; ensures appropriate employment checks are completed; ensures probationary procedures are observed.

9. Provides management and statistical information for the Home Manager and Central Office in respect of services provided by the Home.

10. Responsible for the efficient operation of the Home’s filing and record system and ensures that procedures in respect of clients’ right of access to information are observed.

11. Ensures that records required by the Company and the Care Standards Act 2000 are up to date and maintained in the correct format e.g. Register of Residents, Fire Log Book, Accident Book, etc.

12. Responsible for ensuring the accident reports for staff are processed in accordance with Company policy and accord to the requirements of the Care Standards Act 2000.

13. Deals with administrative and financial matters in relation to new and existing customers including the issuing of contracts, payment arrangements, liaison with the Department for Work & Pensions regarding benefit levels, setting up payment details.

14. Ensures that the Home has an efficient reception and telephone answering service.  Provides advice and guidance to the public on the range of services provided by the Company, assist in promoting the home.

15. Liases with building contractors/Property Services Department, as required by the Home Manager, on matters relating to building and maintenance works.

16. In-conjunction with the Home Manager appoints and inducts new administrative staff.  Acts as line manager for admin staff.

17. Responsible for Computer facilities within the Home, including security of data.  Has a working knowledge of software packages used including Word Processing and Spreadsheets.

18. Prepares outline costings of new services developments as required by the Senior Management Group.

General

1 Undertakes other tasks as determined by the Unit Manager.
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Person Specification

	Criteria


	Desirable
	Essential

	Experience
	Experience of working within a customer facing role, including handling a wide range of enquiries particularly by telephone and email

Ability to work under own initiative and as a member of a team

Effective verbal and written skills

Ability to line manage a small team of staff.


	Ability to work within an office environment including word-processing, Excel and spreadsheet

Ability to organise own work to meet deadlines



	Training
	
	Knowledge of working with a finance computerised system



	Qualifications


	NVQ Administration Qualification 
	Good general education to GCSE/CSE level or equivalent

	Special skills/Attributes 


	Demonstrate enthusiasm and a willingness and interest in learning new skills

Adaptable to change

Good interpersonal skills
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