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Wellspring Settlement
JOB DESCRIPTION
Job Title:   Administrative Support Worker (Room Bookings & MSK)
Salary:  Scale D £22,222 -£22,670 per annum pro rata
Hours: 21 hours per week
Contract Term: fixed term for one year
Responsible to: Property, Facilities & IT Manager 
Core Services Manager (or nominated line manager)
Management responsibility: none 
Holiday: 5 weeks plus Bank Holidays
Pension:   Employees will be enrolled into the workplace pension if eligible.  

Purpose of the job:	
The Administrative Support Worker plays a key role in the smooth running of Wellspring Settlement by contributing to delivering Wellspring Settlement’s “Community First” approach by providing efficient administrative support for room bookings across the centers and for the Musculoskeletal (MSK) services commissioned through the NHS. The role ensures bookings, appointments and records are managed accurately, supporting both community use of the buildings and effective delivery of health services.


Key Tasks and Responsibilities:
Specific Duties
Room Bookings Administration
· Manage room booking enquiries from internal teams, partner organisations and external users
· Maintain accurate room booking schedules using the organisation’s booking systems
· Confirm bookings and issue relevant information to room users
· Liaise with caretaking and facilities staff regarding room set-ups and access
· Support invoicing and payment processes related to room hire
· Monitor room usage and assist with basic reporting
MSK (Musculoskeletal) Service Administration
· Provide administrative support to MSK services including physiotherapy, chiropractic and osteopathy
· Manage appointment bookings, cancellations and waiting lists
· Act as a point of contact for service users, therapists and NHS partners
· Maintain accurate records in line with GDPR and NHS requirements
· Support data collection and reporting for monitoring and commissioning purposes
General Administration
· Respond to email and telephone enquiries professionally and promptly
· Maintain clear and accurate records and filing systems
· Provide general administrative support to the core services team as required
· Comply with organisational policies including safeguarding, data protection and health & safety
· Check and empty the survey drop boxes monthly and input the responses onto our database.






The following are things we expect to be part of everyone’s specific duties
1. Work with a cross-organisation team to: deliver a community event (contributing to annual calendar of community activities); gather community intelligence; look after buildings; share knowledge and skills to promote staff development.
2. Take an active role in internal communication - sharing appropriate information about what you are doing and community intelligence and engaging with information shared with you. Positive external communication appropriate to role – including advertising services and celebrating achievements.
3. Team working, peer support, contribute to a culture of learning and curiosity: attend and contribute to team meetings, support each other's personal growth; supporting and attending training and staff development opportunities.
4. Be aware of organisational priorities and appropriately promote them / embody them through your work.
5. To be aware of other Wellspring Settlement and local services, to refer people to the appropriate groups, services and opportunities.
6. Work in a trauma informed, asset based, person centred way.
7. Use autonomy and creativity to make and implement decisions commensurate with role and seniority.

General Duties

1. To prepare, attend and actively participate in regular supervision sessions including engaging in the monitoring and review of performance targets. 
2. To work within the policies and procedures of Wellspring Settlement and attend appropriate team meetings, training events and staff development days.
3. To communicate with staff, volunteers, service users and partners in a positive and effective manner.
4. To be familiar with and work within IT systems, policies and procedures and risk assessments and ensure that you are using them to support your work.
5. At all times to work within and actively promote the Equity, Diversity and Inclusion policy of the Settlement.
6. At all times to be aware of the health and safety of colleagues, users, local people and self and to work within the health and safety policies of the Settlement.
7. Work flexibly in terms of responsibilities and working hours as required and by mutual agreement, including occasional evening and weekend work, carrying out any duties as they arise which are consistent with the general character of the post.
8. 
	Administrative Support Worker
Applicants must demonstrate that they have the essential criteria in order to be shortlisted for interview.  Your application must show, in detail, how you meet the following essential criteria. 
It would also be useful to add, in addition, details of how you meet any desirable criteria that may be listed. 

	 
	ESSENTIAL 
	DESIRABLE 

	Qualifications 
	 
	 
 

	 
Experience 
	  Experience in an administrative or office-based support role
	Experience of working in a Charity or community setting. 

Experience of room booking or facilities administration
 

	 
Specific Skills/ Knowledge 
	 
Strong organisational skills and ability to manage multiple tasks

Good IT skills including Microsoft Word, Excel and Outlook

Clear and confident communication skills, written and verbal

High level of accuracy and attention to detail

Ability to work independently and as part of a team
Understanding of confidentiality and data protection requirements
  
	
The ability to speak fluently in a community language other than English. 
 
Familiarity with GDPR and basic reporting requirements


 

	 Attitudes/Personal  
Characteristics 
	  Customer-focused and approachable
Demonstrates a friendly, calm and helpful manner when dealing with service users, therapists, partners and colleagues.
Organised and reliable
Detail-conscious
 Understands the importance of accuracy, particularly when handling appointments, room bookings, invoicing information and confidential data.
Flexible and adaptable
Able to respond positively to changing priorities, last-minute booking changes and the differing needs of community and health services.
Professional and discreet
Respects confidentiality at all times and understands the sensitivities involved in health-related and personal information.
Collaborative and supportive
 Works well as part of a small, busy team and is willing to support colleagues to ensure services run smoothly.
Calm under pressure
 Maintains a steady, solution-focused approach during busy periods or when dealing with competing demands.
Values-driven
Sympathetic to the mission and values of Wellspring Settlement and the wider Settlement Movement, with a genuine commitment to community-based services.
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