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Role and responsibilities

	Job Title


	PROJECT Administrator

	Location


	Saunderton  

	Area of business


	Projects – Sustainable Routes

	Reports to


	Sustainable ROUTES PROJECT MANAger

	Responsibility for other people (internal)

Direct reports 

Indirect reports
	

	Responsibility for other people (external)


	

	Weekly hours / FTE
	37 per week

	Salary
	£16,000


	Overall function of the role

To maintain a highly effective and efficient administration system for the Sustainable Routes programme and to provide support for the Project Manager where needed.



	Key Tasks 
Accountabilities: 
· Work closely with the Project Manager on a daily basis to ensure that all tasks have been carried out

· Develop and maintain robust paper and electronic administration systems, in preparation for audit visits
Key Skills:

· Proven experience of working with customers. Ability to engage with key partners in delivering the project 

· Experience of working in an administrative role
Typical Activities 

· Compile monthly claims to agreed deadlines

· Maintain a structured paper and electronic audit trail of customer registrations, applications and Grant claims

· Complete 6 month review follow ups by telephone and email for all customers awarded a grant

· Update and add new registrations from website

· Check through grant applications and ensure that forms are completed correctly

· Check through grant claims and ensure that receipted invoices are attached 
· Liaise with external partners and funders 

· Record and write up minutes of internal meetings and steering group meetings

· As well as routine daily communications; use email, fax, printer, copier and post to produce and disseminate specific hard copy and or electronic documents 

· Use Microsoft Access, Outlook, Excel and Ngage’s bespoke customer management system – Sales Logix – to accurately input, manipulate and retrieve data as required 
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