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IMPROVING THE WORLD'S ORAL HEALTH




ADMINISTRATOR
Job Description



	Job Information

	Job Title
	Administrator

	Location
	Giles Lane, Landford, Salisbury, SP5 2BG

	Position in the Organisation

	Accountable to:
	Office Manager

	Works in conjunction 

with:
	All staff, volunteers, supporters of the charity and suppliers.


Overall Purpose of Job

What we do

We aim to enable people of disadvantaged communities to achieve an optimal level of oral health, contributing to general well-being, and to have easy access to appropriate and cost-effective preventive measures and oral health care services.  The post of Administrator will provide basic administrative support to staff throughout the organisation, helping them to be more efficient in achieving their objectives and thus assisting the effective achievement of team targets.    
Key Responsibilities
The key responsibilities are in relation to:

· General administrative support within the Dentaid Office
· Specific assistance to the different areas of Dentaid’s operations; CEO, Fundraising, Engineering, Projects and Communications.

Responsibilities and Duties
1. General  Administrative Support

· Provide a first point of contact for all enquiries to Dentaid, answering the telephone, responding to emails, letters and faxes and greeting of visitors. 

· Writing and sending out of email replies as instructed and helping with thank you letters and other regular mailings. 
· Assist with setting up of meetings, hospitality, taking and production of minutes/notes as required.

· Ordering of stationery and office supplies, keeping stock cupboard and other areas of the office ordered and tidy.

· Support with copying, filing, database input, mailings and web based research.

2. Specific Administrative Support
· For the Chief Executive
1. Help with creation of presentations and organising attendance at events and exhibitions, including preparation of materials and resources for the Dentaid stand. 
2. Booking of flights, hotels and/or other travel arrangements. 

3. Follow up of contacts and lines of enquiry of potential use to Dentaid – both overseas from project applications and in the UK with donors or general enquirers. 
· For the Head of Fundraising

1. Collate fundraising packs and other publications/leaflets required for exhibitions, events and activities.

2. Produce project funding leaflets using desktop publishing software and other simple flyers and stationery. 

3. Assist with planning and arrangements for exhibitions and events.

4. Make telephone calls in support of funding applications or events
· For the Senior Engineer
1. Assist with the research of specific products for the cheapest prices and with the purchasing of supplies for the workshop.
2. Check all incoming emails and produce replies in accordance with the Senior Engineers instructions. 
3. Respond to enquiries and organise equipment collections in liaison with the Lions Co-ordinator.  
4. Draft and send thank you letters for equipment donations
· For Projects and Communications staff/volunteers

1. Research and provide information for use in the writing of press releases, website items and articles for the press/media. 
-------------------------------------------------------------------------------------------------------------

HOW TO APPLY

Please send your CV (maximum 3 sides A4) to Mr A Jong, Chief Executive, Dentaid, Giles Lane, Landford, Salisbury, Wiltshire SP5 2BG or preferably email it to info@dentaid.org to arrive no later than the closing date of 2nd August 2010. 

You should ensure that the CV highlights your suitability for the post as set out in the person specification and indicates why you are interested in this job. We will acknowledge receipt of your application and are grateful for your interest in this post but if you have not heard from us by August 12th please assume you have not been successful. 
