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JOB DESCRIPTION

Job Title: Administration Assistant

Reports to: Head of Training & Development

Overall Job Purpose

Moore House School Ltd, JMT Care Services Ltd and The Jane Moore Trust; a partnership collectively
referred to as Moore House Group (MHG). Moore House Training Academy has been established to
provide a range of face to face and online training opportunities to staff as well external customers of
both accredited and non accredited learning. To provide a high quality administration service which
supports the organisation to continue to establish itself at the forefront of residential child care and
education. To build positive and effective working relationships both internally and externally,
ensuring a high standard of professionalism and an awareness of the need for a high level of
confidentiality. To carry out all tasks in a way that communicates the values and mission of the
organisation.

Key Responsibilities

To co-ordinate meetings, including scheduling, preparation of relevant papers, attend the
meetings where required and take accurate minutes, with follow-up to any actions.

To provide administrative support to senior management as required.

To format, collate and complete reports as necessary.

To manage stationery and office equipment requirements.

To assist in the organisation of staff training and development.

To maintain various external databases provided through various organisations such as
Quialifications Scotland, Skills Development Scotland and Highfield containing highly sensitive
information relating to staff and learners.

To assist in preparation for Annual Graduation

To carry out any other duties which might be reasonably expected by the Head of Training &
Development.



Qualifications and Experience

° Minimum of 2 years experience in administration.

° Expert knowledge of administration packages such as Microsoft and Google software.

° It is beneficial to have knowledge of Qualifications Scotland and Skills Development Scotland FIPS
system.

° Beneficial to have experience of recruitment and human resource processes.

Person Specification

Itis essential that the postholder:

° Is honest, reliable and trustworthy, capable of maintaining a high level of
confidentiality.

° Is able to present professionally at all times.

o Is able to use own initiative and to work unsupervised, but also with the ability to be a team
player.

° Is highly organised and assertive, with the desire and ability to see tasks through to
completion.

] Is able to demonstrate excellent communication skills, both verbal and written.

° Is skilled in prioritising a demanding workload, with the ability to balance competing demands
whilst producing accurate work.

° Is able to embrace the values and mission of the organisation and be able to communicate
these in the course of work tasks.

[ Is able to engage positively and effectively with young people, has a caring attitude and a
genuine interest in the rights and welfare of young people.

° Is willing to demonstrate skills to young people.

° Is willing to occasionally work outside normal office hours.

° Is in possession of a clean driving licence and has access to a vehicle.

References and Police Checks

° Professional references, including previous and current employers, verifying
personal/professional competencies.
° Clearance of relevant police and criminal record checks.
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