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Hi 
JOB PROFILE

JOB TITLE:
PA
REPORTING TO:
Centre Manager 
JOB PURPOSE:
To provide administrative and secretarial support to the Centre Manager and / or Senior Managers. 
KEY PERFORMANCE AREAS:

1. Produce documents, correspondence, memos, etc. often of a confidential and sensitive nature, in a timely manner consistent with company standards of efficiency and accuracy.

2. Provide effective diary management for the managers 

3. Manage the booking diary for Meeting and Boardroom facilities.

4. Responsibility for arranging meetings and refreshments as required, liaising with both internal and external clients in a timely and professional manner.

5. Responsibility for ordering and maintaining stationery and equipment supplies. 

6. Responsibility for organising and storing paperwork, documents and computer-based information.
7. Booking of travel arrangements and accommodation.
8. Act as a minute taker in meetings as required, producing and distributing notes within 24 hours of the meeting taking place.

9. Provide initial telephone contact for all internal departments, visitors and outside organisations, ensuring that a professional and helpful response is given and accurate messages taken as required.
10. Manage the telephone/fax booking service for Legal representatives ensuring timely passage of information to internal departments

11. Provide administrative support to the HR Adviser as required.

12. Undertake any general administrative duties to assist the running of the Centre as required.
13. Act as Complaints Co-ordinator for the Centre, ensuring timescales are met.
SKILLS, KNOWLEDGE & EXPERIENCE:

· Excellent IT skills, Word, Excel, Powerpoint and Outlook
· Ability to prioritise and manage work to deadlines.

· Ability to communicate effectively.

· Ability to use own initiative.

· Shorthand and audio-typing would be advantageous.

· Commitment to excellent customer service

· Robust experience working in a secretarial or administration role.

KEY BEHAVIOURS:

Detainee Care and Management:

Listens carefully to detainees, including picking up on unspoken communication

Works hard to meet detainee needs

Explains issues clearly to detainees

Makes time for detainees

Treats detainees with respect

Regularly helps detainees

Quickly builds rapport with detainees

Interacts with detainees easily

Shows empathy

Diffuses anger and worries in detainees

Keeps detainees informed at all times of relevant issues

Delivering Excellence:

Looks for ways to make improvements

Follows and understands GEO standards and procedures

Makes sure procedures are carried out in an accurate and timely fashion

Participates in quality improvements

Maintains high professional standards

Records and checks information and documentation accurately

Maintains concentration and focus on task/job in hand
Clearly understands consequences of not achieving standards
Teamwork:


Shows respect for others
Commits to team rather than personal goals
Supports team members and team decisions

Willing to work with others

Shares information

Does his/her fair share

Offers support to colleagues

Builds lasting working relationships

Communication:


Is sensitive in use of language

Is confident, clear and relevant when giving information

Seeks clarification when necessary

Can relay information clearly and accurately

Listens carefully to instructions and information

Asks questions when unsure

Listens to and reads information carefully


Is discreet and maintains confidentiality of information

Is polite and tactful

Maintains eye contact when communicating

Takes account of the possible thoughts, feelings and concerns of others

Safety, Dignity & Diversity:

Shows respect for others

Knows the Company policy on safety, dignity and diversity
Does not jeopardise the safety of self or others
Does not discriminate against or harass others

Personal & People Development:

Quickly understands and uses new processes, technologies and ideas

Seeks opportunities to build knowledge in work related areas

Learns from mistakes

Actively seeks feedback on performance

Takes responsibility for own development

Analytical Thinking/Decision Making:

Solves problems on past experience and common sense

Recognises when a current situation is like a past situation

Understands how own tasks relate to wider framework

Personal Effectiveness:

Controls own emotion effectively

Remains emotionally detached when necessary

Remains calm and effective when faced with opposition or criticism 

Modifies own behaviour as a result of feedback

Aware of impact of own behaviour

Performs effectively whilst dealing with variety of people and tasks

Thinks before acting

Is aware of feelings and emotions of others

Is sensitive to changes in others moods
This job description needs to be considered in the context of a developing and evolving situation and therefore responsibilities described here may be adapted to meet changing needs.  

VERSION CONTROL

	Version
	1.0

	Date
	Sept 2011   

	Next review date
	As required

	Doc owner
	Centre Manager


