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JOB DESCRIPTION

	Job Title:

	Admin Assistant

	Date Created:   April 2021

	Reports to:

	Office Manager/PA to Chief Executive 

	Responsible for:

	No direct reports

	Principally relates to:

	Office Manager, HR Manager, Operations & Projects Director, Marketing & Development Director, Assistant Director: Visitor Services & Operations, Head of Visitor Services, Communications & Digital Content Manager, Facilities Manager, Visitor Services Assistant Managers


	Purpose of the role:


	To provide cross departmental administrative support to the organisation, primarily the online booking system, customer enquiry emails and provide general administrative support as required. 



Main Areas of responsibility:

General
· Be part of the first response team to ensure, through the effective answering of the telephones and administration of online booking, that the highest level of customer service is delivered at all times.   
· Ensure that all calls are handled professionally and deliver a positive customer experience.
· First response for e-mails to the ‘info’ e-mail address and ensure all e-mails are responded to or distributed to the appropriate department
· Ensure that all communications are drafted consistent with the Eureka! brand and presented in a professional and accurate manner.
· Provide administrative support across all departments, as necessary.
· Carry out duties with due regard to confidentiality and security of information.
· Observe all health and safety procedures so that risks to the health and safety of staff and visitors are minimised.  
· Handle donation requests and issuing of gift vouchers to charities, schools and staff. 

Details of education required and qualifications needed:
· English at grades A-C essential and Maths at grades A-C – desirable (or equivalents)
· Administration qualifications desirable (City & guilds/NVQ/BTEC or equivalent)

Details of special skills/experience/aptitudes needed:
· Thorough knowledge of general office practices and data base management
· Ability to operate wide variety of office equipment
· Thorough knowledge of Microsoft Office applications
· An understanding of social media channels
· Excellent customer service skills
· Excellent communication skills, including telephone 
· Strong organisational skills
· Ability to clarify priorities and remain focussed when working across different activities
· High level of discretion and ability to operate in a professional and confidential manner
· Excellent attention to detail

Any other considerations:
· Working weekends and Bank Holiday
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