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DRO Administrator
Citizens Advice County Durham 
	Job Title:
	DRO Administrator

	Salary:
	[bookmark: _GoBack]£17,421 – £18,633 (Pro-Rata)

	Location:
	Armstrong house  

	Role purpose:
	To provide general administrative support to the debt relief order unit by processing a high volume of incoming and outgoing post.  Liaising directly with clients and Local Citizens Advice Network on the telephone and Inputting and maintaining client data onto our CRM system and other administrative duties

	
	Key Duties 

	
	· Use photocopier, fax and other office machines as appropriate.

	
	· Create and maintain filing systems in accordance with the DRO Unit systems and procedures.

	
	· Open, record and distribute incoming post relevant to the project, and prepare outgoing mail for despatch.

	
	· Maintain diaries and work records. Including maintaining and ordering stationary.

	
	· The ability to handle a large volume of calls, take messages and relay key information to caseworkers’

	
	· Utilise Microsoft outlook to send and receive emails internally and externally.

	
	· Support the overall team with arranging events.

	
	· Abide by health and safety guidelines and share responsibility for own safety and that of colleagues

	
	· Any other relevant administrative and support duties required to ensure the smooth running of the Debt Relief Order Unit

	
	· Ensure that work undertaken reflects and supports the Citizens Advice services equality and diversity strategy

	
	· Keep up to date with Citizens Advice aims, policies and procedures and ensure these are followed.

	
	· Ensure that work reflects and supports the Citizens Advice service's equality and diversity strategy.




Person Specification 
Please answer all points of this within your application form to be considered for this role.
· A proven ability to accurately Input data and carry out detailed and repetitive tasks.
· Experience of using office machines and IT systems as appropriate 
· Experience of Opening, recording and distributing high volumes of incoming post relevant to the project, and prepare outgoing mail for despatch.
· Maintain diaries and work records with the ability to monitor and maintain own standards ensuring work is accurate and error free.
· The ability to provide ongoing administrative support to caseworkers and manager
· Excellent verbal communication skills, including the ability to deal appropriately with a range of people by telephone and email.
· Proven ability to manage time effectively and have a can do approach to problem solving
· Ability to commit to and work within the aims, principles and policies of the Citizens Advice service.
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