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Wiltshire Service Users’ Network





Administration Assistant to Wiltshire Autism Hub
This post is a temporary contract until 31st March 2022 (Extension to contract is subject to additional funding)
Hours: 10 hours to be worked flexibly over 3 days
Salary: £ 4680 per annum (£16380 FTE) 
Responsible to:    Chief Executive Officer (CEO)
Responsible for:   N/A

Job Description:

To carry out general administrative duties for the Wiltshire Autism Hub and to provide administrative support for the Network’s activities.

Key tasks: 
Recording referrals- 

Recording and supporting the CEO to monitor referrals for the Wiltshire Autism Hub. Contacting other providers and clients as necessary to request additional information, concerning the referral.

Lamplight Database –

Updating and maintaining the Network’s database (Lamplight) under the supervision of the CEO ensuring that all information on members is kept according to the principles set out in the Data Protection Act. 

Telephone – 

Answering the telephone and helping with enquiries when working in the office; taking messages for colleagues and passing on information when required. 

Producing documents –

Producing letters, forms, tables / lists of information and labels using Microsoft Word (including Mailmerge) and Excel.

Meetings, Events and AGM –

To provide administrative support including mailing out to service users, collating replies, recording information and writing up notes.

The postholder may be requested by the Management Committee from time to time to carry out work not included in the above Job Description in line with the level of responsibility.

                                                                                                                                                                                 



The Wiltshire Community Care User Involvement Network is a Not for Profit Company Limited by Guarantee, Registered in England and Wales No. 287093.  
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