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ASLEF
Membership & Administration Department

ADMINISTRATIVE ASSISTANT

£38,772 plus London weighting

JOB DESCRIPTION

The post holder is responsible to the Head of Administration and will be expected to carry out their instructions.  The main duties of the Administrative Assistant are as follows:
· Organise work time to the best advantage of ASLEF, giving priority to the requirements and instructions of the General Secretary.

· Have a working knowledge of the computer systems operating in the department.

· Develop projects required by the General Secretary.
· Ensure all postal correspondence is booked in and acknowledged before passing to the relevant department.
· Regularly check emails sent to ASLEF and take appropriate action or pass them on to relevant colleagues. 

· Invoice and despatch of goods.

· Accurately update membership records and administer direct debit system.
· Respond to queries from members. 

· Numbering and distribution of circulars.
· Assist in the running of the Retired Members 500 Club.

· Register retired members on membership system and issue certificates.
· Maintain non-members list of ASLEF Journal recipients.
· Produce ballot information and ensure legal advisors have adequate information to verify membership details.
· Produce and distribute publications when required by departments.
· Maintain and distribute quarterly branch reports.
Shared duties will include:
· Cover on switchboard duties when required.
· Type letters, papers and circulars.
· Printing and photocopying.
The post holder will be required to work in a team environment and to participate in group tasks which fall outside the scope of their job description, and to be flexible in approach when asked to help in administering office work when shortages arise in other departments.
Person Specification: Administrative Assistant 

The Administrative Assistant should possess the following qualities and skills:

Essential

· Minimum of one year’s administrative experience
· Demonstrable ability to work as a member of a team

· Ability to work with accuracy and attention to detail

· Ability to work unsupervised

· Ability to work to deadlines

· Ability to prioritise and manage workload in consultation with dept. management

· Good written communication skills and ability to draft circulars

· Good ICT skills

· Good administrative skills

· A demonstrable understanding of and commitment to equal opportunities

· A demonstrable understanding of and commitment to the trade union movement

· Ability to maintain accurate and up to date records and systems

· Willingness to undertake training as may be necessary 

· Ability to appreciate and maintain the need for confidentiality
Desirable

· Experience of working within a trade union environment
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