
 

 
 
 

Job Description 
 
 
Job Title:  Office Administrator 
 
Job purpose: To provide professional, efficient and effective 

administrative support, ensuring efficient and effective 
running of the office and daily business. Maintain a 
positive and friendly company image by acting as the first 
line of contact to visitors, customers and partners in 
person, online, and via telephone.  

 
 
Key Responsibilities: 

 

 Support the smooth running of the office, dealing with enquiries by 
telephone, email and post, and maintaining filing systems (both 
electronic and hard copy).  
 

 Communicate effectively with a wide variety of people including staff, 
partners, clients and other organisations. Deal with visitors to the 
organisation in an appropriate and personable manner. 
 

 Update company social media platforms. 
 

 Liaise with other staff, partners, clients and external organisations to 
arrange events and other activities. Attend occasional events and 
workshops as requested. 

 

 Filter telephone calls before passing them to the necessary person. 
Take and relay accurate and timely messages and answer questions 
where possible. 
 

 Undertake word processing, electronic communication, telephone 
communication, filing, scanning, printing and photocopying work as 
required. Set up meetings, book meeting rooms and coordinate events 
accordingly.  
 



 Assist with maintaining databases and keeping records up to date. 
 

 Maintain office supplies and orders. 
 

. 
 
 
Person Specification: 
 
Knowledge and Experience 
 

 Previous experience of working in a similar role or busy office 
environment. 

 

 Strong IT skills and competent in the use of Microsoft Office 
applications including Outlook, Word and Excel. A working knowledge 
of PowerPoint and Publisher would also be helpful. Ability to engage 
with a variety of social media platforms.  

 

 Knowledge of purchase order systems. 
 

 Awareness of employability schemes. 
 
 
 
Skills 
 

 Excellent time management and organisational skills to be able to deal 
with a multitude of tasks and a range of priorities.  
  

 Good communication and interpersonal skills; both written and verbal. 
 

 Able to work independently as well as being a good team player. 

 

 Problem-solving skills; practical, proactive, calm under pressure and 
able to use their own initiative 
 

 Ability to deal with confidential and sensitive issues in a professional 
manner 

 
 
 
The successful candidate must undertake an enhanced DBS check 
 
 
The above duties and responsibilities must be carried out in compliance 
with The Employers Forum’s Equal Opportunities Policy, Health and 
Safety Policy and with all other policies currently in force at The 
Employers Forum. 



 
 
 
Location: Sheffield 

 
Salary: £15,000 per annum 

 
Type of Contract: 12 Months Fixed Term (May be opportunity to extend 
subject to funding). 
 
Hours: 30 per week 
 
Closing Date: 12:00 noon on 17th September 2021 
 
Interviews to be held in week-commencing 27th September 2021 
 
How to Apply: CV with covering letter to: info@theemployersforum.org.uk                                  
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