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This intended to supplement the information provided in the Generic Job Description to enable a manager to put a particular post into context at the time of recruitment.  The Generic Job Description is the definitive document which defines the job and its overall responsibilities.

A
JOB IDENTIFICATION INFORMATION

	JOB TITLE


	Administration Officer

	POST REFERENCE NO.
	REG24073

	REPORTS TO


	Lesley Cochrane

	DIRECTORATE


	Circular Economy

	UNIT OR TEAM
	Administration / Communications


	LOCATION(S)                            


	Flexible

	POST STATUS


	Permanent
SEPA is happy to consider flexible work arrangements and we proudly use the “Happy to Talk Flexible Working” logo on all our job vacancies. If you want to work part-time or through some other flexible arrangement, we strongly encourage you to apply.



B.  
SUPPLEMENTARY INFORMATION ABOUT THIS POST

	Enquiry Management
· Manage enquiries from multiple mailboxes including prioritising enquiries, responding and liaising with colleagues to source responses

· Manage misuse of SEPA logo

· Contribute items to regular internal and external communications from enquiries received

· Support the media telephone line

Event Administration
· Book and supply banners
· Identify and supply appropriate literature
· Delegate communications
Digital Administration
· Use of content management system to make updates to web and intranet
· Manage list of editors
· Manage admin of Citizen Space including editor registration, training support/orientation, development of pages
· File admin of brand assets
Team Administration
· Support the collation of a communications planner and circular as appropriate
· Input items into Forward View
· Team meetings – co-ordination, room bookings, agenda and minutes
· Ad hoc meetings for the team
· Desk and travel booking
· Support Health and Safety
· Maintain record of team holidays and movements
· Assist with requests for hardware (projectors, stands, cameras etc)
Media Administration
· Assist with distribution of cuttings
· Assist with monitoring media coverage
Merchandise
· Inventory
· Maintain stock levels
· Storage (including organisation, procurement)
File Management
· Maintain the file structure
· Support development of asset filing for graphics and assets
Finance
· Procurement
· New Suppliers
· First point of contact for enquiries
· Arrange credit card payments



C.
SUPPLEMENTARY INFORMATION ABOUT THE QUALIFICATIONS, KNOWLEDGE AND EXPERIENCE REQUIRED FOR THIS PARTICULAR POST.

	Qualifications

	As per generic


	Knowledge

	As per generic



	Experience

	As per generic
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