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 HOUNSLOW CITIZENS ADVICE BUREAUX SERVICE 
 

JOB DESCRIPTION 
 

DESIGNATION:  Operations Administrator  
  
RESPONSIBLE TO: CEO  
 
RESPONSIBLE FOR: Administration volunteers/temporary workers 
 
 
JOB PURPOSE 
 
To provide administrative support to ensure the effective functioning of Citizens 
Advice Hounslow.  To complete administrative tasks as agreed with the CEO 
including finance. 
 
 
PRINCIPAL TASKS AND RESPONSIBILITIES 
 
 
1 ADMINISTRATION 
 
1.1 To implement and develop administrative systems and procedures. 
 
1.2 To provide administrative support to the Trustee Board, the Chief Executive 

Officer, Managers and other staff as required. 
 
1.3 To maintain and update information systems, order publications and 

research and record local information. 
 

1.4 To support recruitment procedures for staff and volunteers.  
 
1.5 To service a variety of meetings including the production of accurate 

minutes. 
 

1.6 To assist in the organisation of the AGM and events.  
 

2 FINANCE 
 
2.1 To manage the petty cash system, including making payments, recording 

and production of the petty cash return. Input into financial system.  
 

2.2 Raise invoices for receipt of payment. 
 

2.3 Processing invoices, scanning the documents sending to the Financial 
Controller for payment. 
 

2.4 Deal with suppliers chasing letters, invoices and statements, requesting 
copy invoices where necessary.  
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2.5 Keeping the Financial Controller informed of all correspondence (e-mail 
and postal). 
 

3 RECEPTION/PUBLICITY 
 
3.1 To handle personal callers and to ensure that reception duties are 

undertaken in line with Service policies and procedures.     
 
3.2 To maintain up-to-date stocks and display of leaflets and other materials.  

 
3.3 To work with the Managers to ensure full public awareness of the Service 

throughout the community of Hounslow, through the preparation and 
distribution of leaflets, posters, annual reports, window displays and other 
publicity as appropriate. 

 
4 VOLUNTEERS / TEMPORARY WORKERS 
 
4.1 To work with the Managers to recruit, induct and train operations team 

volunteers.  
 
4.2 To supervise and develop volunteers including the provision of regular one-

to-one support and supervision sessions. 
 
5 INFORMATION COMMUNICATIONS TECHNOLOGY 
 
5.1 To provide support and advice to staff, to ensure best value from the 

computer network. 
 

5.2 Assist with updates on social media and our websites.  
 
6 DATABASE SUPPORT 
 
6.1 Assist with the collation and presentation of reporting statistics and to carry 

out other statistical analyses as required.  
 

6.2 Provide case records for pro bono clinics.  
 

6.3 Regularly update HR database with staff details and records of training and 
supervision.  

 
7 GENERAL DUTIES  
 
7.1 To attend and actively participate in Service Team Meetings. 

 
7.2 Assist with Health & Safety audits and undertake first aid and fire warden 

training.  
 
7.3 To induct new recruits in the administrative systems of the Service. 
 
7.4 With the Managers ensure premises, equipment and supplies are well 

maintained and to supervise the work of the office cleaners. 
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7.5 To uphold and promote the Aims and Principles of the Citizens Advice 

Service. 
 
7.6 To work within Hounslow CABx Services policies and procedures. 
 
7.7 To attend regular support and supervision and appraisal meetings.  
 
7.8 To keep up-to-date and to meet identified learning and development needs 

as appropriate.   
 
7.9 To work in Service offices and elsewhere in the Borough of Southwark as 

required to ensure effective service delivery. 
 
7.10 To be available to work outside normal office hours on occasion as 

required and notified in advance. 
 
7.11 To undertake any other duties that are compatible with the functions of the 

post. 
 
 

 

 

 

 

Signed (Postholder):_____________________Date:   _____________ 

 

 

Signed (Line Manager):___________________Date:   _____________ 
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PERSON SPECIFICATION 
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Operations Administrator 
 

 
 

Person Specification 
 

Please note that all points within this list must be addressed when completing 
your application form.  You will not be shortlisted unless you demonstrate how you 
meet the requirements for each point.  You should go through the person 
specification point by point and show on your application form how you have the 
particular experience, knowledge or ability asked for, giving examples. 

Requirements 

1  Significant experience of providing administrative support and ability to 
maintain office systems. 

2  Excellent Microsoft Office skills in particular word and excel, and a 
willingness to learn and use other software packages as needed including 
social media.  

3  Ability to work on own initiative, organise and prioritise own work, meet 
deadlines 

4  The ability to monitor and record data accurately and fully. 

5  Excellent written communication skills to produce correspondence, reports, 
minutes and publicity materials 

6  Good interpersonal skills and the ability to relate to a wide cross section of 
the public. 

7  The ability and willingness to work as part of a team. 

8  An understanding of and commitment to the Aims and Principles of the 
Citizens Advice service including the service’s Equal Opportunities policies 

9  Willingness to undertake out of office hours working and at any site in 
Hounslow as required.  

 
 


