LOWLAND RESERVE FORCES' AND CADETS' ASSOCIATION

JOB DESCRIPTION

Job Title:

Estates Assistant (Admin)

Pay Band:
E1
Department:

Estates
Line Manager:
Head of Estates
Countersigning Officer:
Deputy Chief Executive
General Description:
To provide administrative and clerical support to the Estates Department within Lowland House.
Specific Responsibilities/Duties:

1
Input of works orders, reports and invoices within Symphony (MIS) and Share-point (e-filing) and the processing of invoices. 
2        Operating as the first point of contact for the Associations repairs helpdesk function, including logging reports and instructing minor repairs to contractors.
3
To run reports as required to support the management of Statutory and Mandatory Inspection and Testing Projects.
4
To maintain the Estates Department filing system both physical and within share-point by ensuring files are up to date and relevant. Actions to include scanning of reports, file maintenance, weeding of date limited files and Archiving said files. 
5
When required to produce minutes of Meetings for monthly Estates meetings and Quarterly SHEF Meetings

6
To prepare refreshments for meetings chaired by the Head of Estates or other members of the Estates department as required.

7
To manage the production of Tender documentation for issue to contractors and notifying tender boards.

8
To carry-out other administrative tasks as directed by line management.


9
When required to attend site meetings with Reserve Units and Contractors along with other members of the estates staff. 

10
In conjunction with other Department Assistants, provide front of house coverage for telephone answering services and reception duties only when required.
12
Responsible for performing duties in a manner that is compatible with safe working
           practices and in accordance with the Chief Executive, Lowland RFCA SHEF Policy
           Statement and related Risk Assessments.
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