CHILL’D CIC  |  A DIFFERENT WAY
Job Description
Personal Assistant
	Organisation: Chill’d CIC
	Reports to: Lead Specialist Mentor / Business Support Manager

	Job title: Personal Assistant
	Location: Chill’d CIC


Job Purpose
To provide effective administrative support to the day-to-day operations of Chill’d CIC, helping to ensure that records are accurate, communications are managed efficiently, and onboarding and financial administration processes run smoothly. The postholder will support the Lead Specialist Mentor and Business Support Manager with general administration, data entry, onboarding, communications, expenses tracking, attendance reporting, newsletter preparation and routine health, safety and compliance administration.
Key Responsibilities
1. General Administration and Data Entry
Maintain and update staff and young people’s records.
Ensure information is recorded accurately, kept up to date and stored securely.
Support filing, document management and the maintenance of electronic records.
Assist with preparing reports, spreadsheets, forms and other administrative documents.
Maintain administrative trackers and spreadsheets as required.
Maintain attendance records 
Support the processing and recording of staff expense claims.
Support the preparation of reports, newsletters and general organisational communications.
Assist with organising meetings, training sessions and staff events where required.
Adhoc duties
Assist with responding to general enquiries by email and phone

2. Young People and Staff Onboarding
Support the onboarding process for new young people, including gathering required information and maintaining records.
Assist with collecting referral information, consent forms and relevant documentation.
Support the onboarding of new staff, including gathering starter information and ensuring required documents are received.
Maintain onboarding checklists and track outstanding paperwork and documentation.
Liaise with relevant team members to ensure onboarding tasks are completed promptly.
Support communications with parents, carers, schools, staff and other relevant contacts.


3. Health, Safety and Compliance Support
Provide administrative support with health and safety and compliance duties across Chill’d CIC.
Assist with maintaining health and safety records, compliance folders and relevant documentation.
Support the monitoring and updating of health and safety and compliance trackers.
Help track staff training, qualifications, certificates and renewal dates, highlighting outstanding requirements.
Assist with monitoring review dates for policies, risk assessments and other compliance documents.
Support the recording and monitoring of accidents, incidents and near misses, ensuring documentation is completed and stored appropriately.
Assist with workplace inspection records, safety checklists and other routine compliance checks.
Help ensure required documentation is organised and readily available for audits, inspections or internal reviews.
Report missing documentation, overdue actions or potential compliance concerns to the Business Support Manager.
Carry out other reasonable health and safety and compliance administrative tasks as directed, in line with the postholder’s training and competence.
Confidentiality and Safeguarding
Maintain confidentiality when handling information relating to young people, families, staff and the organisation.
Follow Chill’d CIC’s policies and procedures, including safeguarding, data protection, health and safety and confidentiality.
Understand the importance of safeguarding within an Alternative Provision setting and report concerns promptly to the Designated Safeguarding Lead or appropriate manager.
Ensure records are handled, stored and shared securely and only with authorised individuals.
Person Specification
Essential
Good organisational and administrative skills.
Strong attention to detail and accuracy.
Good written and verbal communication skills.
Competent IT skills, including email, spreadsheets and document processing.
Ability to manage information confidentially and responsibly.
Ability to prioritise tasks and meet deadlines.
A flexible, proactive and reliable approach to work.
Ability to work independently and as part of a team.
Desirable
Previous experience in an administrative or office-based role.
Experience maintaining databases, spreadsheets or digital records.
Experience supporting onboarding or maintaining staff and young people’s records.
Experience with expense tracking or basic financial administration.
Experience preparing newsletters or other communications.
Experience maintaining attendance records or preparing reports.
An interest in health and safety, compliance and maintaining accurate records.
Experience supporting audits, inspections or routine workplace safety checks.
Experience working in education, childcare, Alternative Provision or a similar setting.
General
The postholder is expected to work in accordance with Chill’d CIC’s values, policies and procedures and contribute positively to the smooth and effective running of the organisation. This job description is not exhaustive and may be amended in consultation with the postholder to reflect the changing needs of Chill’d CIC.
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