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Job Description

	Role 
	Support Services Assistant

	Job family 
	Support Services

	Reporting to 
	Support Services Team Leader

	Salary / Grade
	£23,493.00 to £26,102.00 FTE

	Hours 
	25 to 30 hours per week 

	Location 
	Godalming, Guildford and Farnham with travel to other CASWS locations as required.

	Level of travel:
High

	Team overview 
	The CASWS support services team is made up of all the support functions required for the successful delivery of our services. Those functions range from HR and Finance, through to IT support and Health and Safety. 

	Role purpose 
	· To provide people management support including coordinating recruitment of staff and volunteers, contract changes, compliance reporting and general queries from managers and staff.
· To manage the efficient, effective and safe operation of CASWS locations, including technology, premises and community locations.

	Functional responsibilities/
competencies
	Key elements/Tasks 
	% of Time 

	Governance
	· Support SLT, LT and Board meeting logistics, including agendas, papers, venues, and minutes.
· Assist with trustee recruitment, induction and governance documentation.
· Support projects, events and AGM preparation.
	15%

	HR and volunteer management – ensuring effective people management support 
	· Coordinate recruitment and onboarding of staff and volunteers (advertising, checks, contracts, inductions).
· Maintain accurate HR and volunteer records.
· Monitor compliance with HR processes (probations, appraisals, exit interviews).
· Respond to staff queries on policies and procedures.
	40%

	Finance – demonstrating value for money

	· Provide day-to-day finance support (processing payments, recording transactions, processing expenses and assisting with Gift Aid claims)
· Support other financial management (reconciliations, financial reporting and annual audit).
	25%

	Internal Communications
	Support the delivery of the internal communications strategy through:
· drafting newsletters/updates; 
· intranet/portal content updates;
· event announcements and reminders;
· internal branding and visuals for communications; and
· contributing to the collection and reporting of feedback. 
	15%

	Other
	· Undertake any other duties as may be reasonably required within the scope of the role. 
	5%

	General facilities management - support and organise the day to day running of our offices from a facilities point of view
	· Ensure offices are well stocked and fit for purpose.
· Manage workspace allocation and premises records.
· Carry out health and safety checks (fire drills, PAT testing, DSE).
· Oversee maintenance, repairs and utilities.
· Maintain equipment and asset registers. 
	As required to cover absence

	Technology - support the IT needs of local offices
	· Provide first-line IT support, escalating to our external IT support provider as needed.
· Support staff setup, system access, Wi-Fi and IT contracts.
· Contribute to website updates, digital projects and IT training.
	As required to cover absence



 

Person Specification 

Essential criteria 
1. Strong organisational and multitasking skills.
2. Experience providing administrative or operational support across multiple functions.
3. Good IT skills, including MS Office and database management.
4. Strong communication and interpersonal skills.
5. Proactive, flexible and able to work independently and as part of a team.
6. Committed to confidentiality and professionalism.
Items in bold will be given higher priority in recruitment process

Desirable criteria 
1. Experience in HR, facilities, finance or IT support.
2. Knowledge of health & safety procedures and compliance requirements.
3. Experience working in a not-for-profit or community-focused environment.

Requirements for role 
1. Work within our organisational key principles - you are able to work within our key principles to deliver a service that is Confidential, Free, Impartial and Independent 
2. Embed Equity, Diversity and Inclusion (EDI) in day-to-day work- You understand the policies and approach to Equity, Diversity and Inclusion, and are able to use this knowledge to create and support an equitable, diverse and inclusive service and office 
3. Provide a service that meets legal and regulatory requirements and understand the purpose of quality assurance systems - You understand the legal and regulatory requirements that apply to your role and know what to do to ensure they're met 
4. Use systems relevant to the role - You have the digital skills needed to use the tools, software and platforms relevant to your role. 
5. Describe the range of services provided across the organisation - You understand that Citizens Advice services are national and local, across England and Wales, and know what the different parts of the service do, both in your office and wider organisation.
6. Be collaborative, supportive, inclusive and have integrity - You contribute towards a safe, positive and inclusive working environment where everyone can be themselves 
7. Work constructively with others, individual and as teams - You are able to work by yourself, with others and in teams, effectively, productively and constructively 
8. Personal Development - You contribute proactively to the assessment of your role and team and work to continually improve 
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