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Job Description: Admin Support


	Company
	Telnet Services Limited

	Department
	Compliance

	Position Title
	Admin Support 

	Reports to
	Manager, Compliance

	
TELNET’s PROMISE
Our promise underpins everything we do at Telnet including the way that we deal with each other, our clients, our partners and how we handle every interaction we have with your customers.
· We add value for our customers
· We are easy to deal with
· Our frontline is the No 1 priority
· We Care

	Purpose of the Position
	To provide support to Compliance and the wider business in the interest of ensuring that administrative activities within the organisation run effectively and efficiently.


	Key Accountabilities
	Key Activities/Decision Areas

	1. Facility Management
	· Key holder for the office - Lighting, Air-conditioning, Lifts 
· Maintaining a tidy front-of-house
· Making outbound phone calls where required to suppliers 
· Signing for deliveries
· Distribution of mail 

	2. General Office Duties
	· Kitchen duties – keeping the kitchen tidy, ensuring dishes are rotated, emptying and loading dishwasher as and when needed, cleaning and refilling the coffee machine
· Ordering consumables – stationery, tea, coffee, food, fruit
· Ensuring bins are maintained
· Managing cleaners and suppliers
· Organising contractors for repairs
· Mail and courier management
· Organise Catering
· Supporting Health and Safety

	3. Compliance
	· Data Entry and Data checking 
· [bookmark: _GoBack]Processing letters for Outbound Sales
· Daily mail count
· Checking and processing on online sales
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