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LAVANT HOUSE STABLES

WHERE PEOPLE AND HORSES THRIVE




OFFICE ADMINISTRATOR

Updated: 16.3.17

Reporting to: Operations Manager
Primary Responsibilities:

Contributing as an essential part of the administration team, to assist in managing all areas associated with the administration of the business, whilst importantly ensuring a high standard of customer service is maintained in a professional and courteous manner at all times.
Specific Duties:

1. Promptly assisting and directing client enquiries.
2. Maintain up-to-date and accurate computer and database records for all administrative matters.

3. Minor bookkeeping, including the handling of cash and bank reconciliations.

4. Remain conversant with the latest technology and popular social media sites

5. Supplying support to external staff with regard to all administrative matters.

6. Contribute as a trustworthy member of the administrative team, completing the duties assigned and reporting results within the time frames advised by the Operations Manager.  
7. To uphold absolute discretion with any information made privy within the office environment.

8. To have a flexible approach to working hours, providing equal support to the rest of the team to keep the office operational seven days a week.
9. Whilst not essential to this role, it is advantageous to also have any of the following skills: sales, creativity, photographic, social media and/or technological.
Notes:

(i) This job description is current as at the date shown above and is provided as a guideline, rather than an exclusive list of the responsibilities involved with this role.  In consultation with the post-holder it is also liable to variation in order to reflect changes in the job.

(ii) In addition to the above you may be required to undertake such other duties as the Operations Manager or Business Owner may require and as may reasonably be expected commensurate with your post.

(iii) The post holder will be expected to show commitment to the business ensuring that any outside activities do not affect or impinge on performance and delivery.
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