Interface Worldwide - Ruislip

Administrative Assistant

We are looking for an ambitious and
hardworking individual to work alongside the
Office Manager/Team Administrator, you will be
fully mentored and trained in all aspects of the
office and workshop environment

Your duties will include:

e Office support: Answering phones, taking
messages, and connecting calls to others
department/member of staff.

e Data management: Keeping computer
databases up to date

e Communication: Interacting and providing
support to staff and subcontractors

e Travel: Monitoring travel spreadsheets ie.
Passports, Images etc. and sourcing travel
and hotels

e Project management: Preparing job files for
events by printing and copying of and
ensuring documentation is correctly filed at
the end of each project

e Problem solving: Identifying and addressing
issues that arise in the office and bringing
new ideas to the table

e Organization: Creating and maintaining filing
systems, and ordering and maintaining office
supplies

e Time management: Updating company
calendars with staff holidays and managing
schedules

e Meeting management: Participating in office
meetings and taking and recording minutes

e Technical support: Assisting with minor
technical support issues

e Subcontractor support: Providing
subcontractor support and ensuring
timesheets/invoices are submitted on time

e Purchasing: Purchasing goods and
monitoring delivery notes etc.

e H&S: Monitoring weekly checks



https://people.mcdonalds.co.uk/job-search/restaurant-1142@51.5201487,-0.616777/slough/slough-farnham-road-customer-care-over-18-full-time/pdx-mc-e1014116-666b-408a-883a-915b4b2eb5bd-78095

e Extenal Audit: Assist in compliancy of the
company and collate documentation annually

Administrative Assistant is responsible for
providing help and support with day-to-day tasks in
offices and workplaces. Their duties include taking
notes in meetings, answering phone calls and
photocopying documents.

An Admin Assistant is responsible for ensuring that
an office is organised and that daily tasks are
completed efficiently. Admin Assistants have a wide
range of duties to complete, and they must be
willing to take on extra administrative tasks as and
when required by colleagues and managers. Their
primary duties and responsibilities include:

e Acting as a point of contact for customers,
clients or suppliers via email, over the phone
or in person

e Welcoming visitors to the building,
organising security clearance and showing
them to meetings

e Booking meeting rooms for colleagues and
arranging meeting schedules

e Organising filing systems and updating office
databases

e Processing invoices, tracking receipts,
inputting expenses and other basic
bookkeeping tasks

e Arranging travel plans and hotel stays for
staff members

e Ordering new office equipment, such as
stationery, printer refills or staff uniforms

e Scheduling office meetings between teams,
managers and departments

e Responding to questions and requests for
information

Essential Qualities

e Reliable and good time keeping
e A good understanding of Microsoft Word & Excel
plus an understanding of the Google platform




e Confident with a willingness to learn and grow
with the role

Email June Jones with your CV and a cover letter

June@interfaceworldwide.com

01491 827 500
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