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SERVICE ADMIN ASSISTANT
	Job Level
	1a
	Kornferry Function
	N/A

	Directorate
	UK Operations
	Function/Service
	Health & Care

	Direct Reports
	N/A
	Indirect Reports
	N/A

	Line Manager Title
	Business Support Manager
	Budgetary Responsibility 
	N/A



Diversity is something we celebrate, and we want you to be able to bring your authentic self to the British Red Cross. We want you to feel that you are in an inclusive environment, and a great position to help us spread the power of kindness. You can read more about Equity, Diversity & Inclusion (EDI) at the British Red Cross - RedRoom here.

	Role description:

	Purpose
	Service Admin Assistants assist the Business Support Manager in delivering an efficient and reliable administrative function for our services. They provide high‑quality, accurate, and timely administrative support that responds effectively to the needs of service areas and service leaders, helping ensure smooth operations and enabling services to meet organisational priorities.

	Key Responsibilities

Under maximum of 4 headings with a maximum of 6 bullets per heading
	General support 
• Provide proactive and efficient administrative support to service staff and assist with the delivery of services as appropriate, identifying areas for improvement to aid service delivery. 
• Where applicable, meet and greet clients, the public, staff and volunteers in a positive and welcoming manner. 
• Respond to requests for British Red Cross services/information, and signpost to other organisations as required. 
• Book and make arrangements for meetings and travel across the Area, providing administrative support including minute taking and arranging facilities as necessary. 
• Provide general administrative duties, support for area services, and respond to phone and email enquiries from members of the public, health professionals and BRC colleagues. 
• Mentor and support volunteers within the administration team, improving their skills and knowledge. 
Financial 
• Handling and securing of monies appropriately, and in accordance with financial procedures.
• Purchasing goods and services following BRC policies and procedures.
• Handling invoices via Agresso and manual payments.
• Completing general expenses.
Data handling 
• Maintain confidential data in a secure and appropriate manner in line with information governance guidelines. 
• Entering accurate and high-quality data into our systems; as well as collating reports and assisting in the production of accurate spreadsheets in order to assist service delivery. 
Team Member 
• Actively participates in all team meetings. 
• Supports other team members. 
• Works and behaves in accordance with all BRC policies, procedures and in line with our Values in Action. 
• Upholds the fundamental principles of the Red Cross and acts with integrity, in accordance with the Society’s values (inclusive, compassionate, courageous and dynamic) 
The responsibilities described are not a comprehensive list and additional tasks may be assigned from time to time that are in line with the level of the role.

	Know-how

From your overall ‘Know-how’ description, please indicate clearly which are ‘Essential Criteria’ (no more that 6) and which are ‘Desirable Criteria’ (no more than 3) – these will then be used in recruitment (for advertising and shortlisting purposes) 
	Essential:
· Positive, passionate and enthusiastic approach to customer service
· Confident in using telephone systems and Microsoft packages
· Ability to read and comprehend emails, letters and other relevant documents and respond as necessary
· Excellent interpersonal and communication skills
· Ability to deal with queries in a diplomatic, professional and confidential manner both verbally and in writing
· Ability to work accurately, checking documentation for accuracy

Desirable:
· Ability to work in a busy environment and juggle a range of tasks
· Ability to work as part of a team and on own initiative
· Mentoring and providing instruction to others


	Additional Requirements
	Ensures inclusive practice, challenges discrimination and promotes diversity in line with our Equality, Diversity and Inclusion (EDI) policy.



	Pre Engagement Checks
Highlight bold as required
	

	DBS- England & Wales
	Adult/ Child/ Adult & Child Workforce/None

	PVG- Scotland
	Adult/ Child/ Adult & Child/ None

	Access NI- Northern Ireland
	Vulnerable Adult/ Child/ Vulnerable Adult & Child/None

	Driver Check
	Yes/No
	

	International Roles Only
	

	International Police Check
	Yes/No

	International Driving Licence for manual cars
	Yes/No



	Role Reference
	
	Review Date
	30/06/2026



We guarantee an interview to disabled candidates (as defined in the 2010 Equality Act), who meet the minimum shortlisting criteria in the advertised person specification and apply under the disability confident scheme.
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