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Job Description: Office Administrator


	Company
	Telnet Services Limited

	Department
	Finance

	Position Title
	Office Administrator

	Reports to
	Company Accountant

	
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 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. Reception
	· Key holder for the office - Lighting, Air-conditioning, Lifts 
· Maintaining a tidy front-of-house
· Making outbound phone calls where required
· Administrating access control process 

	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
· Supporting with facilities management
· Data checking, quality control, mail and courier management.
· Daily mail count
· Supporting the employee entry/exit process. 

	3. Business Support
	· Catering
· Data Entry and Data checking supporting Finance
· Accurate record keeping




	Role Dimensions & Person Specification

	Competency/Performance Drivers
	Technical/Professional Expertise

	· Building Capability
· Working Collaboratively  
· Driving High Performance
· Flexibility & Solutions Driven 
· Customer/Client Centric 
· Information Seeking
· Self-Development
· Understanding of Call Centre Experience, Reporting Metrics and Expectations.
	· A proactive and open-minded consultative approach. Can be direct when required in order to achieve the desired result. 
· Integrity – his/her words and actions can be trusted and relied upon. 
· A passion for excellence and a commitment to high standards. 
· Ability to influence non-direct reports. 
· Good Initiative, common sense and solid judgement in problem solving. 
· Ability to work under pressure with an achievement focus and to manage conflicting expectations. 
· Have a good attention to detail. 
· Good attendance and punctuality. 
· [bookmark: _GoBack]High levels of energy, enthusiasm, and a thirst for knowledge.
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