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	Department:
	Corporate Resources

	Job Title:
	Admin Support 

	Grade:
	5

	Post Number:
	N/A

	Service/Section:
	Commercial Services

	Base/Location:
	Beaumanor Hall, Woodhouse Eves 

	Responsible To:
	General Manager  

	Responsible For:
	N/A

	Key Relationships/

Liaison with:
	LTS, General Manager, Operations Organiser, External and Internal Customers

	

	Job Purpose

	To provide excellent customer service for all events and follow up all sales opportunities. 
Process and record bookings.

	

	Main Duties and Responsibilities

	1.
	To follow up all sales opportunities and offer alternative options to secure the business.

	2.
	To liaise with external and internal customers and ensure high customer service standards.

	3.
	To answer queries, pass on accurate messages and general information received from customers and staff by telephone and in person.

	4.
	To cash up takings, record the financial details as appropriate.

	5.
	Note taker for meetings.

	6. 
	Maintain social media promotions 

	7.
	Undertake clerical duties.

	8.
	Transfer incoming calls to the relevant departments 

	9.
	To ensure stocks marketing information are replenished and up to
date.

	10.
	To be the main lead on taking bookings for non-educational visits.

	11.
	General admin support 

	12.
	To update the Plasma Information Screen.



	13.
	Deputise and provide operational cover for all LTS catering operations as

appropriate.

	

	Special Factors

	· The postholder may be required to attend, from time to time, training courses, conferences, seminars or other meetings as required by his/her own training needs and the needs of the service.


	

	This job description sets out the duties and responsibilities of the job at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.

	

	Leicestershire County Council is seeking to promote the employment of disabled people and will make any adjustments considered reasonable to the above duties under the terms of the Equality Act 2010 to accommodate a suitable disabled candidate.

	

	Date Prepared: 23rd January 2020



	Department:
	Corporate Resources

	Job Title:
	Admin Support

	Grade:
	5

	Post Number:
	N/A

	Service/Section:
	Commercial Services

	

	
	Essential
	Desirable
	How assessed

	Qualifications

NVQ 2 level qualification or equivalent level of experience 

RSA 1 and 2 typing or equivalent experience
	
	(
(

	Doc/Int

	Experience
Previous experience of working in an admin  
Role 

Previous experience of working in a sales and marketing environment

Previous experience of word processing using Word and Excel

Previous experience of data input and completing spread sheets

	(
(

	(
(

	All Doc /Int

	Knowledge

Previous knowledge of working in 

a conference/social events or 

similar setting

Knowledge of the internet and use of email systems


	(
(

	
	


	Skills and Competencies 
Ability to remain calm under pressure
Able to take down clear and concise messages

High level of customer care skills


	(
(
(

	
	App/Int

App/Int

App/Int



	Other Requirements

An understanding of, and commitment to Equal Opportunities, and the ability to apply this to all situations.


	(
	
	App/Int

	Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the provisions of the Equality Act 2010
	(
	
	Med

	

	Key:

App = Application Form

Test = Test

Int = Interview
	Pre = Presentation

Med = Medical Questionnaire

Dc = Documentary Evidence (E.g., Certificates) 

	

	Date Prepared/: 23rd January  2018
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