
Hft Kent North Service 

KN-ADM 

Administration Assistant 

Terms of Reference and Job Description 
 
RESPONSIBILITY TO: 
Service Administrator 
 
SUPERVISION: 
Service Administrator 
 
PURPOSE OF JOB: 
To provide administration functions and support within the Hft Statement of Purpose, CORE values 
and policy guidelines.  Provide generic/core administrative support along with agreed specifically 
allocated function/tasks. 
 
MAIN DUTIES AND RESPONSIBILITIES 
 
1.  Assist in the administration of the service through provision of generic administrative 

functions and delegated/allocated tasks, particularly including HR tasks. 

2.  Undertake allocated functions and tasks efficiently and reporting accordingly. 

3.  Participate in the administration team meetings as required and other relevant meetings 
and discussions. 

4.  Acquire and receive information concerning administrative functions of others and share in 
delegated or re-allocated tasks as appropriate. 

5.  Taking minutes of meetings and writing up accordingly, as required. 

6.  Maintain confidentiality of information. 

7.  Prepare for and participate in the coaching and supervision process within Hft. 

8.  Participate in identifying personal training needs. 

9.  Respond to and maintain contact with other Hft staff and other professionals. 

10.  Undertake learning opportunities relevant to the post. 

11.  The post holder may be required to travel between locations, such as the Services and 
areas in the community. 

12.  Adhere to Hft’s Health and Safety policies, standards and guidelines at all times.  

13.  Cover for colleagues in their absence. 

14.  Undertake such duties as appropriate to your responsibilities, grade and ability. 

15.  To change work tasks and use of systems in line with service changes as directed by the 
Administrator. 

 
 
 
 
 
 



Hft Kent North Service 

KN-ADM 

Administration Assistant 

Terms of Reference and Job Description (cont …) 
 
 
ALLOCATED FUNCTIONS 
May include: 
 
1.  Inputting of data into the Staff Management System,  including relevant running of reports 

for the Administrator, or the needs of the Service. 

2.  Administration of personnel records, including dealing with private and confidential 
information. 

5.  Generating advertisements for Service vacancies. 

6.  Liaising with Line Managers re vacant posts for the data required to support the 
recruitment process. 

7.  Up-keep of relevant reports and data as required, using the systems provided. 

8.  Monitoring staff rotas and vacancy information, providing the reports required by the 
Service. 

9.  Checking and maintaining copies of employee’s driving licences, insurance and other 
documents in line with Hft’s current policies and procedures. 

10.  Recording and monitoring staff training and e-learning. 

11.  Establishing and monitoring the allocation of training and meeting rooms and required 
resources. 

12.  Assisting with the administration of petty cash, data entry reports and relevant monitoring 
when required. 

13.  Provision of financial reporting data and accounting information as requested.  

14.  Assisting with stock control, ordering and distribution of resources and invoicing issues. 

15.  Undertake reprographic activities as required. 

16.  Acting as point of contact for Service enquiries, recording information and alerting Service 
Managers and responding as required. 

17.  Provide marketing information to prospective clients and maintain data as required. 

18.  Other functions/tasks as delegated or requested by the Administrator. 

   

 
 


