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	JOB DESCRIPTION: ADMINISTRATOR 



JOB TITLE:  Administrator

ACCOUNTABLE TO:  Owner

REPORTING TO:  Owner

BASIC SKILLS REQUIREMENTS (including numeracy, literacy and English speaking abilities: 

1. Computer literate with excellent knowledge of word, excel and TAS software

2. Excellent English language and numeric skills

3. Good communication skills and telephone manner

4. Committed to accuracy and detail

PERSONAL ATTRIBUTES:

1. Organised, systematic and proactive

2. Calm under pressure

3. Approachable and sympathetic

MANAGEMENT RESPONSIBILITIES:

1. Administration of accounts and payroll
2. Ad hoc duties for Home Manager

DAY TO DAY DUTIES:
For Cornford House and The Priory:

1. At least every second working day:

a) Visit the home and make contact with the manager or nurse-in-charge.

b) Obtain information on any resident admissions/discharges from care staff

c) Open the post and put it into other in-trays as necessary

d) Update the resident’s database
e) File all papers from the previous day

f) Enter all transactions in Tas Books
2. Within three working days

a) Issue invoices/standing orders/NHS Funded Nursing Care forms for all resident admissions/discharges

b) Send off cheques to bank (when total amount exceeds £3000)

c) Pay all invoices not paid on monthly statement

d) Reconcile bank account statement

3. Monthly deadlines:

a) 10th – send off fee invoices for the following month
b) 12th – pay all invoices from the previous month and e-mail P&L statement, debtors report, staff hours and payroll adjustments for the previous month to Quality Consultant
c) 14th – Send off PAYE/NI payment
d) 22nd – Make contact with all debtors from previous months and issue letters/statements accordingly
e) 28th – complete previous month’s payroll and the associated reports.
4. Ad hoc Tasks

a) Follow up on all outstanding fees, standing orders, etc. 

b) Produce labels and mail merged letters for mail-outs to relatives

c) Order stationery (including copier paper)

d) Complete government returns (excluding CSCI) 

e) Arrange copier and computer maintenance (both hardware and software) 

5. Undertake other duties, as necessary. 
Please note that this Job Description will be subject to continuing review and development.
