
 

 

 

Job Description 

 

Service Catalyst 

Job Title Administrator  

Reports to Social Support Contracts Manager 

Base Camberley 

Salary £16 - £20,000.00 

Organisation Catalyst is a non-profit organisation working with people who are 

dealing with issues stemming from drug and alcohol misuse and mental 

health – including housing, involvement with criminal justice, 

relationships with family and friends and getting back into work. 

Purpose of Job As a member of AES you will oversee the efficient collection, input and 

recording of data across the team and undertake administrative duties 

in accordance with the smooth running of the service.  

The post-holder will be required to work flexibly across operational sites 

as required and work flexibly within an agreed number of hours to 

maintain the most appropriate level of service provision. 

 

Key Activities: 

 To help create and oversee the maintenance of the client database and maintain an 

accurate, up-to-date records of all clients, and to ensure that they are kept in order and are 

easily accessible to whoever has the need and authority to see them. 

 Establish a working relationship with other AES and Catalyst staff. 

 To provide administrative support for the team. 

 To work with the Social Support Contracts Manager to ensure that data and recording 

requirements are fulfilled and that information is shared and disseminated in a professional 

and timely manner. 

 To ensure that the quality and accuracy of data capture and reporting is consistently high 

across the team. 

 Develop office systems to ensure the Service is efficient and effective. 

 Other tasks as required by the Social Support Contracts Manager and Managing Director of 

AES. 



 

 

General terms of reference: 

In carrying out the above duties the post holder will: 

 Work flexibly across operational sites as required. Standard hours to be agreed with the 

Social Support Contracts Manager. 

 Seek to improve personal performance, outcomes, contribution, knowledge and skills. 

 Participate in team meetings, appraisal, workforce development and supervision processes. 

 Ensure the implementation of all Catalyst policies. 

 To accept responsibility for own safety and to strictly adhere to the safety guidelines laid 

down by Catalyst at all times. 

 Undertake other duties appropriate to the grade of the post. 

 Catalyst operates a no smoking policy. 



 

 

 

 Person Specification 

Essential criteria: 

 Experience of working in an office environment for administration and data collection 

 Knowledge of general office procedures and systems 

 IT literacy including proficiency in word processing, spreadsheets, excel and data entry 

 Able to demonstrate the ability to communicate confidently and effectively, verbally and in 

writing 

 The ability to respond to appropriate requests for assistance, maintaining confidentiality 

whenever necessary 

 Ability to prioritise and manage own workload  

 Able to demonstrate the ability to work as a member of a team 

 Show a capacity to work alone and the ability to keep calm under pressure 

 Understand and have a commitment to the principles of equal opportunity and diversity 

 Employ an empathetic and non-judgmental attitude towards service users 

 Show commitment to facilitating positive outcomes for service users 

 A polite and courteous telephone manner 

 Good management of time 

 Good interpersonal skills 

 Reliability and trustworthiness, especially with regard to the handling of confidential 

information 

 A current driving licence and access to a car for work. A copy of driving licence, car 

insurance and MOT to be provided to HR.  

 
Desirable criteria: 
 
 Qualification in IT/office administration 

 Experience of working for a voluntary organisation 

 A knowledge of the social care field 

 

This post is subject to the Disclosure and Barring Service (DBS) check at an enhanced 

level. 

 

Amendments: This job description accurately reflects the present position; it may be amended 
and reviewed.  Any change will be made following a period of consultation. 


