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JOBDescription
Ref. No. 058d

POST: ADMINISTRATOR
RESPONSIBLE/REPORTING TO: DIRECTORS

COMPANY SUMMARY

LHCCGroup has several care homes; 24hr supported living schemes, 9 to 5 shared supported living units and fully independent 1 or 2 bedroom flats with outreach services.  In 2011 we extended our services to providing training and education to staff, service users and the public.

Our services range from the provision of accommodation and intensive care and support in our registered care settings, through less intensively supported living- based accommodation projects, to providing outreach floating support to people in our fully independent flats or third party providers. As service users move to more independent accommodation, we ensure that the transition to independent living is taken in gradual steps which are manageable for the service user whilst providing best value for the sponsoring authority.

LHCC provides dedicated male and female accommodation, specialist care and support services for people with mental health care needs. The people we care for, often have complex needs; recovering from alcohol and illicit substances misuse, and/or have a history of involvement with the criminal justice system. Most of our residents will have previously been detained in hospital under the Mental Health Act and some are subject to Home Office/ MOJ restriction orders.

PURPOSE:

To support LHCC LTD in all aspects of administrative work 
MAIN RESPONSIBILITIES:

Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spread sheets and databases; devising and maintaining office systems; booking rooms and conference facilities; using content management systems to maintain and update websites and internal databases; attending meetings, taking minutes and keeping notes; invoicing; managing and maintaining budgets; liaising with staff in other departments and with external contacts; ordering and maintaining stationery and equipment supplies; sorting and distributing incoming post and organising and sending outgoing post; liaising with colleagues and external contacts to book travel and accommodation; organising and storing paperwork, documents and computer-based information; photocopying and printing various documents, sometimes on behalf of other colleagues. 

Other duties may include:

Recruiting, training and supervising junior staff and delegating work as required; 

Manipulating complex statistical data; arranging both in-house and external events.
HEALTH AND SAFETY

· To be aware of and comply with working practices as laid down under the Health and Safety at Work Act and as applicable to the home procedures.

· To ensure the safety of all personnel in the building, checking of regulations and regular inspection of fire safety equipment.

· To ensure that any accidents to staff, residents or volunteers are reported in accordance with correct procedures.

OTHER

· To carry out any other reasonable duties as requested by the manager or other designated senior staff.

· This Job Description could be subject to alteration according to changes in legislation and Leyton House C.C operational policies.



