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Job Description

Title of Job:
Service Administrator
Salary:             From €28, 181
Summary:
Working within the Local Area Employment Service (LAES), the Service Administration is a first point of contact for clients of the Service. The Service Administrator provides clerical and administration support to the team. This role involves working as an integrated member of the Empower team to provide individualised supports which underpin the principles of inclusion, rights, choice and independence. 

Responsible to:   LAES Manager

Main Duties:

· Co-ordinate the receiving and distribution of new clients to the Employment Service particularly through Department of Social Protection (DSP) referrals
· Cooperate and communicate with the DSP in relation to new referrals and existing clients

· Register new clients into the existing systems and provide relevant information regarding the LAES and Empower programmes 

· Assign Clients to relevant Team members under the guidance of the Service Manager

· Organise the setting of client appointments

· Organise the creation and distribution of correspondence including appointment letters, texts, emails and phone calls
· Co-ordinate the rescheduling of appointments when necessary

· Provide updates to the Service Manager regarding the number of referrals, appointments etc. and any other information as required by Management

· Produce weekly reports (as per existing and previous protocols with DSP) on numbers of attendees and no-attendees 

· Provide administrative support to the team 

· Provide Administrative support to Management as required

· Update the Activation Case Management System as necessary in line with the contractual requirements of the Department of Social Protection
· Maintain and update client and service records and databases

· Under the direction of the Service Manager, maintain records for audit purposes

· Work as part of a team providing reception cover on a rotational basis when necessary
· Participate in working groups as required

· All duties to be always carried out in line with the data protection regulations and GDPR
· Assist team members in the creation of clear CV’s, cover letters and other relevant documents

· Contact service users by phone, email and text when necessary

· Participate in the creation of work-related protocols
General:


· To undertake any other duties as may be required from time to time in pursuance of the specific aims and objectives of the organisation

· To seek to ensure that all services are provided in an effective and appropriate manner, which takes account of the needs of the target groups identified

Personal Specification:
· The successful candidate should possess strong administrative skills and should be comfortable using a range of databases and management systems 
· They will have a track record of developing professional relationships with vulnerable people and recognise the need for sensitivity and empathy towards unemployed people

· They must exercise a high level of personal integrity in their work with unemployed clients, colleagues and stakeholders
Essential:

· A relevant qualification and experience in Information Technology and Administrative Systems
· Working collaboratively within a multidisciplinary environment, to be reliable and professional in their work

· Track record of maintaining a code of confidentiality and discretion in all dealings with service users, families and staff

· The ideal candidate should have excellent administrative and organisational skills

· Proven competency in navigating, operating and maintaining internal data bases and electronic diaries including Outlook, Word, Excel, MS Teams, CRM, etc.
· Be able to prioritise duties and work-based expectations
· The ability to work remotely 
Desirable:
· Previous experience of working with the Active Case Management System

· Experience of working on a one-to-one basis with vulnerable and marginalised people  

· Experience of working in a developmental capacity with unemployed job seekers

· To hold a full clean driver’s licence and be willing to drive Empower vehicles 

· Be comfortable with lone working and exercise all due care and take necessary protective and preventative measures in the best interest of the service user
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