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Job Description

Role:				Support Team Assistant 
Reporting to:			Organisational Support Manager (OSM)
Location:			St Pauls, Bristol

Job purpose: The Support Team Assistant is part of the Organisational Support Team (OST) with responsibilities for ensuring One25’s offices, outreach van and buildings are well equipped, safe, pleasant and accessible. Other key responsibilities include responding to external enquiries, coordinating IT resources, facilitating recruitment processes and delivering the shared responsibilities of the OST. 

Responsibilities
· Coordinate checks, maintenance, repairs and improvements to One25’s physical environments.
· Perform routine and ad-hoc health & safety checks and ensure we meet our compliance and insurance obligations.
· Deliver high quality administrative support by responding to enquiries, purchasing supplies, taking minutes and coordinating IT resources. 
· Manage recruitment administration and support the Executive Assistant with HR administration and induction activities as required. 
· Deliver shared OST responsibilities (IT, Finance, HR admin support) to ensure the office is organised, safe and supportive of colleagues and volunteers. 
· Any other duties that reasonably fall within the remit of the role.

Person Specification

· Knowledge of effective administrative systems
· Highly organised and able to plan, manage and deliver multiple tasks, deadlines, and demands effectively.
· Proficient in Microsoft 365 (Word, Outlook, Excel, PowerPoint, Forms, One Drive, SharePoint, Teams).
· Excellent written and oral communication skills and able to build and maintain positive, professional relationships internally and externally
· Strong attention to detail, and able to produce accurate and prompt minutes
· Flexible, pro-active with a can-do approach to problem-solving
· Able and willing to operate in line with One25’s core values: Compassion – we care. Justice – we fight for change. Learning – we grow together.
· A genuine commitment to supporting marginalised women.
· Willingness to work outside usual hours occasionally.
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