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Job Title:

Office Administration Assistant
Location: 

Janith Homes Ltd, Walcott, Norfolk NR12 0PF
Hours:


16 hours per week (hours to be agreed)
Type of Contract:
Permanent, Part Time
Rate:


£8.85 per hour
Reports to: 

General Manager
Holiday:

Four weeks holiday per annum plus bank holidays on a pro rata basis
Purpose of Job:
To assist in the administrative role of residential and day care provision.
Background Info

Janith Homes has been providing residential care for adults with learning disabilities for 40 years.  Janith Homes is the parent company of Incatern Ltd, tht manages Barrington Farm, our unique independent day services centre.  Set in 22 acres of land at Walcott near the North Norfolk coastline, the day centre provides a vibrant and stimulating environment for adults with learning difficulties catering for a wide range of interests, incuding a working smallholding and the Art Barn, an internationally reknowned supported visual arts studio. 
Principal Responsibilities
1. To provide a variety of administrative support to Janith Homes Residential Care and Incatern Ltd Day Services 
2. To create and update Service Users Care Plans and reviews including individual Risk Assessments for day service provision
3. To assist with reports on happenings i.e. fire drills, accidents and other reportable incidents
4. To monitor day service attendance, sessions and liaise with appropriate departments    
5. To maintain and update Quality Assurance processes, Health and Safety record keeping, risk assessments and COSSH where required
6. Participate in training and development as required

7. Adhere to all policies in relation to health and safety and ensure all necessary training needs are met

8. To ensure the confidentiality data protection of the  collection, recording and safe storage of information about service users, staff, the Company and third party information
9. Ensure that the delivery of the service is underpinned by a commitment to equality or opportunity for both service users and staff
10. Demonstrate an awareness and understanding of legislative requirements and all policies and procedures
11. Attend meetings, provide written reports and present them as required.
12. Assist with company events, research, mail outs, ordering, general correspondence, filing and other admin related tasks
13. Undertake any other duties consistent with the objectives of the post, as required by Directors and General Manager
Essential Skills:

1. Polite, friendly and professional manner 

2. Excellent communication and listening skills
3. High standard of English grammar and spelling

4. In depth knowledge and experience of operating email, internet and Microsoft Office programmes
5. Ability to carry out various office tasks to a high and professional standard

6. Flexibility to complete priority tasks 
7. Work as part of a team and on their own initiative 

Desirable Skills:

1. Experience working within the care industry
2. Experience working with adults with learning disabilities
3. Ability to cover staff sickness/absence
4. Driving Licence
This post is subject to a disclosure application with the Disclosure and Barring Service as to the existence and content of any criminal record. 
To apply please complete the application form and return to:

admin@janithhomes.org
or post to

Teresa Mackenzie

Incatern Ltd

Barrington Farm

Walcott

Norfolk NR12 0PF
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