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	JOB SPECIFICATION
Administration and Data Entry Support Assistant


	Reports To: HRIS Project Manager

	Why
	Job Summary 
· To provide administrative and data entry support to the People Team, to support the SAMPeople transition project.

	What
	Main Responsibilities 

· Input and validate data for the SAMPeople Transition Project.

· Maintain and update databases and spreadsheets to ensure data accuracy.

· Ensure data confidentiality and compliance with data protection standards.

· Carry out other administrative tasks as required to support the project.

· Work to set deadlines, prioritising tasks efficiently.

· Any other responsibilities deemed appropriate to the level of post.



	Context
	Professional Standards
	There is an expectation all colleagues adhere to  the Seven Principles of Public Life (also known as the Nolan principles).


	
	Education, Qualifications and Experience (EQE)
	Essential: Educated to GCSE grade C/4 standard (or equivalent) in 5 Subjects. Experience of working in an administration role
Experience of working with SAMPeople (Desirable) 


	
	Safeguarding 
	All adults employed by the Trust are responsible for safeguarding and promoting the welfare of children they are responsible for or come into contact with. As such, all employees will undergo relevant background checks, including a Disclosure and Barring Service (DBS) Enhanced check with Barred List Check, in order to satisfy our statutory obligations.  

	
	Digital
	Experience using Microsoft Office

	
	Data Protection
	All adults employed by the Trust have a responsibility for data protection and have a duty to observe and follow the principles of the GDPR Regulations.

	
	Candidate requirements:
(eg skills, knowledge, value added skill - ie the essential/ desirable skills of a person to fulfil the role)
	Competency Areas:

Task Management 
Conscientious in adhering to deadlines and perseveres to achieve project tasks.

Problem Solving/Decision Making
Knows how to report, record and pass on information.

Attention to detail
Excellent attention to detail and high level of accuracy




Whilst every endeavor has been made to outline all the duties and responsibilities of the post, this document does not specify every item in detail. Where broad headings have been used, all associated duties are naturally included in the job description.
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