Job Description – Administrative Assistant

Job Purpose

The Eric Young Orchid Foundation is seeking an Administrative Assistant to facilitate the numerous administrative and clerical duties necessary for smooth operations on a daily basis. This person will be responsible for receiving all incoming phone calls, managing deliveries, and overseeing paperwork filing on a daily basis. They will also manage all scheduling, for internal meetings, school group visits, tour group visits, and travel. A number of miscellaneous daily or intermittent tasks may also fall under their purview, such as enacting computer updates, assisting in the writing of grants, high level correspondences, managing material donations, the digitisation of files, and running small errands. The ideal candidate is organized, professional, detail-oriented, and capable of managing multiple priorities in a fast-paced environment. This role promises to be exciting and has the capacity to grow and develop with the person chosen in time. This person reports directly to the Administrator and Curator.

Main Responsibilities
· Answering the phone lines and directing calls
· Managing all deliveries, ensuring that packages are directed to the correct internal recipient
· Assisting with the digitisation and filing of paperwork
· Creating and generating internal and external documents, announcements, etcetera
· Scheduling the multifaceted aspects of the Foundation, especially school groups and tours, as well as internal meetings, staff travel and speaking engagements, and so on
· Assists with travel arrangements, including booking transportation and accommodation
· Running small errands, such as purchasing supplies for the Reception, posting or picking up mail and parcels, picking up VIP guests, and other items as needed
· Assisting with enacting regular computer updates and ensure all computers have been updated regularly
· Assisting in grant writing, the drafting of advertisements, internal and external documents, and VIP correspondences, and other similar writing
· Managing the Foundation’s donations (typically gift baskets or plants) to other charities and groups
· Digitising the records of the Foundation and other important internal documents
· Assisting the Administrator and Curator with any tasks necessary and requested
· Assisting the Team with paperwork inquiries, reference materials, utilisation of technology, or other items as requested

Qualifications, Skills, and Experience Required
·  GCSE English and Maths and completed A Levels Required (i.e. Proficiency in Literacy and Numeracy)
· 1-3 years of administrative, clerical, or office support experience preferred
· Excellent interpersonal skills are required, as a large portion of this role requires intuitive and tactful interactions with others
· Proficiency in typing, and familiarity with the Microsoft Suite (Outlook, Word, Excel, and Powerpoint)
· High level organisational skills, and the ability to organise not only oneself, but also multiple complex schedules of others and numerous tasks simultaneously
· Familiarity with modern technological machinery, such as printers, scanners, computers, telephones, iPads, and similar tools
· A valid Jersey driver’s license is required, along with a willingness to drive a work vehicle regularly
· Experience with grant writing is advantageous (but not required)
· Familiarity with Sharepoint is advantageous (but not required)
· Must be able to maintain confidentiality and protect the privacy of sensitive information

The ideal work schedule for this role is as follows:
· In-person work at the Eric Young Orchid Foundation, Trinity, Jersey
· 2 hours per day, for five days a week (10 hours total, initially)
· Ideal hours are 9:00am to 11:00am or similar
· Flexibility of schedule is negotiable, but regularity and a daily presence is preferred
· There is potential for this role to increase in hours as mutually agreed upon in the future

