ADMINISTRATOR ROLE PROFILE

Purpose of the role

Working within the aims, principles and policies of the Citizens Advice Bureaux Service

· To carry out administrative tasks as agreed with the Operational Manager
The administrator is a member of a team of voluntary and paid bureau staff who provide a free, confidential, impartial and independent service to the public

Ways of working

· Give a service that complies with Citizens Advice principles
· Actively support Citizens Advice equal opportunities and anti-discrimination policies
· Contribute towards a safe and positive working environment
· Give a service which meets the need to maintain quality
Main tasks and responsibilities

· Liaise with CAB staff and volunteers
· Undertake administrative tasks including ordering leaflets, filing, data input, telephone enquiries
· Assist with housekeeping tasks as appropriate
· Carry out reception duties
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