West Glamorgan Council on Alcohol & Drug Abuse Limited

Position:
Administration Officer
Salary:
Scale Point .13 - 15

Hours:
37.5 per week

Duration:
12 Month Contract

Purpose of post
The post holder will be expected to provide a comprehensive service to clients on the abstinence treatment programme. The holder will provide one to one counselling and group facilitation for service users: carry out initial assessments and undertake tasks which generally support the function of the agency.

1.         Dimensions of Job
The West Glamorgan Council on Alcohol and Drug Abuse through its facility, the Alcohol/Drug Advice Centre provides a comprehensive therapeutic service on an out-patient basis to individuals and families who are being adversely affected by alcohol and drug misuse. The Centre at Port Talbot will offer a Harm Reduction Service.

2.
Working Relations - Key Tasks

The key function of the above post is through initial contact by the general public in person or by telephone. The main function is to advise, offer constructive help and encouragement. To have basic counselling skills in order to deal appropriately with distressed or angry client, to suggest various courses of action to be taken and offer the necessary guidance to taking the first step towards making an appointment to see a counsellor. Liaising with counselors/Project workers on a day-to-day basis and working closely with the Management Team.

3.         Administration
a)
Communicating with GP's referrals, Social Workers, Probation Officers and Solicitors
b)        
Ensure that new staff are provided with relevant documents
c)        
Filing and keeping up to date records
d)

Maintain appointment diary
e)
Use of computer/word processor to type reports, letters etc. Use of database and spreadsheet
f)
Act as secretary to team meetings when required
g)
Monitor volunteer expenses, sickness leave and holiday leave of staff
h)
Receive and transcribe dictation, including confidential material
i)
Knowledge and maintenance of equipment
j)
Any other duties as requested by the Area Manager

4.       Qualifications and Experience
The position requires that person to be able to fulfill the usual secretarial and clerical duties. To be a good organiser; be able to work and delegate on own initiative; to be able to work under pressure; be caring and considerate in difficult situations and exercise judgment and discretion and willing to maintain total confidentiality. That person is expected to develop a sound knowledge of other agencies working in the field and their functions.
Overtime is not payable, but time off in lieu is granted. 
WGCADA Administration Officer

	Units of national occupational standards

	Number

	Title


	DANOS

	

	BIS

	Promote effective communication for and about individuals


	BD4

	Promote, monitor and maintain health, safety and security in the working environment 


	AC1

	Reflect on and develop your practice


	AA6

	Promote choice, well being and the protection of all individuals


	AA1

	Recognise indications of substance misuse and refer individuals to specialists

	AA3

	Support individuals to access and use services and facilities


	BD3

	Support the health and safety of yourself and individuals


	BE2

	Receive, analyse, process and store information


	BA3

	Contribute to the development of organisational policy and practice


	BA4

	Evaluate and improve organisational performance


	BC4

	Assure your organisation delivers quality services


	BD3

	Support the health and safety of yourself and individuals


	BD4

	Promote, monitor and maintain health, safety and security in the working environment


	BE1

	Establish information management and communication systems


	BE2

	Receive, analyse, process, use and store information


	BE6

	Preparing reports and returns


	BG3

	Determine the effective use of resources


	BG5

	Making and recording payments


	BI1

	Develop productive working relationships


	BI6

	Develop and sustain effective working relationships with staff in other agencies


	BI7

	Participate in inter-disciplinary team working to support individuals care


	CL2

	Promote communication with individuals where there are communication differences


	CL3

	Promote communication with others the use of interpreting through services


	CL4

	Arrange and evaluate translating services



Skills Experience

	Duties

	Desirable

	Essential


	2 years experience in an office environment

	(
	

	1 year experience dealing with senior management on a day to day basis

	(
	

	High level of interpersonal skills with the ability to use tact and diplomacy where necessary

	
	(

	It literate to an advanced level (word 50 wpm, Excel, PowerPoint)

	
	(

	Self motivated and confident self starter, with the ability to operate both on own initiative and as a member of a team.

	
	(

	Familiar with the safety legislation that is relevant to his/ her port comply with the necessary statuory requirements. This will include the Health and Safety at Work Act, Fire Precautions Act 1971 and associated regulations

	
	(

	Experience of working within an operational substance misuse service environment

	(
	

	Experience in the specific area is an advantage as is knowledge.

	(
	

	Minute taking

	
	(

	Commitment to the Welsh language

	(
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