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Job Description:   Administration Co-ordinator 
 
Responsible to: The Partners/Registered Homes Managers 
 
Responsible for: Administration 
 
Job Purpose: 
To support the Partners and Management in the efficient running of the home’s administration function.  To be 
responsible for the day to day running of the home’s office function with respect to issues relating to this job 
description.  
 
To assist with the compliance to all relevant statutory requirements with regard to the Health & Safety Legislation.  
Every member of staff is expected to ensure that the home’s service users’ comfort, satisfaction and well-being is 
cared for in a friendly, efficient and personalised manner at all times. 
 
Main Duties and Responsibilities: 

1. To perform all duties in the preparation of the day to day office function. 
2. To prepare reports, letters, minutes of meetings and memorandums in accordance with organisation policy. 
3. To attend meetings and take minutes as required. 
4. To upkeep a correct standard filing system. 
5. To conduct telephone answering in a professional and courteous manner at all times and to ensure that the 

main phone line is covered between 9am - 5pm. 
6. To conduct all business in a confidential and professional approach at all times. 
7. To oversee the petty cash accounts system when required. 
8. To check, open and distribute the post on a daily basis, as per postage policy. 
9. To send out finished correspondence as and when required to do so. 
10. To arrange dates and appointments for reviews with parents, families and social workers, in the absence of 

the Review Co-ordinator. 
11. To arrange job interviews, follow up the interview visits, and collate references as applicable to the 

positions. 
12. To prepare spreadsheets for activity schedules, individual schedules, overtime forms, rosters and tables as 

and when required. 
13. To prepare and type up Psychologist reports, training strategies, training development programmes etc. 
14. To prepare and maintain the database 
15. To prepare and maintain the staff telephone list and shift plans, and to observe total confidentiality with 

regards to this information. 
16. To prepare and transmit facsimiles as appropriate. 

 
Personnel 

1. To attend staff meetings as required. 
2. All staff and management will be expected to attend training sessions from time to time for which adequate 

notice will be given. 
 
Property 

1. To support the House Manager in all Fire Regulations Issues. 
2. To support the House Manager in all Health & Safety Issues, and to show aspects of due diligence in the day 

to day duties performed. 
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Records 
1. To ensure that records required by the Care Quality Commission are complied with and kept in a safe place 

at all times. 
2. To ensure all Health & Safety Legislation records are kept fully up to date, and kept in a safe place.  This will 

relate to items within the Partnership’s Health & Safety remit. 
3. To ensure the Fire Regulations documentation is kept fully up to date, and the records are accessible to 

Management if required.  This is a support function to the Home Managers. 
4. To complete homes audits on a monthly basis. 
5. To upkeep and implement the Operation Policies for the Partners. 
6. To work within and follow the principles of the Data Protection Act 2018. 

 
Admissions and Referrals 

1. To support the Homes Management by promoting the facilities and level of care offered by the organisation, 
and to aim to achieve full occupancy of the homes. 

2. To send our brochures with the appropriate covering letter for the marketing function of each home. 
3. To assist with any sales or marketing initiative. 

 
Performance Appraisal 
In the interests of service user care, and to assist all personnel to achieve their objectives, the Company will carry out 
an annual appraisal interview. 
 
The individual’s needs and personal development will be identified, and the appropriate action points established. 
 
Declaration 
I, the undersigned, declare that I have read and fully understand my job description. I further understand that failure 
to carry out any tasks mentioned therein could result in re-training or disciplinary action being taken against me. 
 
 
 
Signed………………………………………………………………………………………………………………………………………………….(Employee) 
 
 
In the presence of………………………………………………………………………………….……………………………..(Registered Manager)                                                
 
 
Date…………………………………………………………………………………………………………………………………..………………………………….. 
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