Appendix 1

Job Title: Office Assistant
[Department/Region]:

Reporting To: Regional/ Department Director
Summary

The purpose of this role is to provide assistancethie administration functions within the
Region/Department, facilitating communication aneviding administrative support to staff and
volunteers working on the Special Olympics Irel&dgramme.

Duties and Responsibilities:

General duties

Specific Duties

e to be ready and willing to work

* to use reasonable skill and care

e to obey lawful orders

e to take care of the company’s property

» to act in good faith

» to disclose relevant information

* notto act in a way detrimental to the companyteriest
» to be very careful not to divulge confidential inftation

Assist with administration duties associated wlit work of the
Regional/Department staff and related to the smoptration of the Region/
Department.

Handle telephone queries, responding to requestasffrmation and/or assistance,
and recording messages for the relevant staff adate

Assist in the provision of secretarial supporthe tlepartment office staff, consulting
with the Regional/Department Director when necesgaprioritise the workload
Prepare and co-ordinate the incoming and outgofficegoost as required.

Assist in the general administration of the dayl&y-diaries of the
Regional/Department Staff as required.

Assist in the monitoring and ordering of office astdtionary supplies and assist in
the work associated with organising/maintaining tk®re room and sports
equipment, counting sports medals where requiret axganising sports boxes for
events as requested.

Assist in maintaining and cleaning the generakefipace and own space.
Undertake receptionist duties as required withenRegional/Department Office.
Assist in the co-ordination and maintenance ofatfiee filing system.

To undertake photocopying duties as required.

Serve as the point of contact in the Regional/Deepamt office in the absence of the
Office Administrator/Receptionist.

Assist in notifying all relevant personnel of plagnmeetings, to book meeting
rooms and to record and distribute meeting minatesequested by the Regional
Staff.

To assist with communications within the Region/Bement itself, and between
other Regions and Departments within Special Olgspieland.

To consult with the Office Administrator/relevara8 on a regular basis in relation
to matters pertaining to the administration of Region/Department.

Undertake any other assignments as may reasonablgduested by the Regional
Director.



