Office Administrator
Job Title:
Reporting to:
Location:
Contract Type:
Date advertised:

Office Administrator
Office Manager
Central London, King William Street
1 Permanent post
May 2022, External Advert

About Salix
Salix Finance Ltd (Salix) is a non-departmental public body, owned wholly by HM
Government, established to accelerate public sector investment in energy efficiency
technologies. Salix is funded by the Department for Business, Energy, and Industrial
Strategy (BEIS), the Department for Education (DfE) and the Welsh and Scottish
Governments, and works with public sector bodies throughout the UK, helping them
to make progress towards achieving their carbon reduction targets.
Salix’s principal business since 2004 has been to deliver interest-free finance to
Public Sector Organisations in England, Scotland, and Wales, supporting them to
deliver their carbon management plans by reducing their carbon footprint and
energy bills.
On 30th September BEIS launched the Public Sector Decarbonisation Scheme
(PSDS) and Public Sector Low Carbon Skills Fund (PSLCF) both of which are being
delivered by Salix. The purpose of both schemes is to provide grant funding to
Public Sector Organisations to deliver capital energy efficiency and heat
decarbonisation projects within public sector non-domestic buildings, including
central government departments and non-departmental public bodies in England.
The scheme aligns with BEIS’ new mission and priorities and will also encourage
green investment, supporting the Government’s net-zero and clean growth goals.
Phase 2 of the PSDS was announced on 17 March 2021 and was launched on 7 April
2021.
Work Life at Salix
For staff joining Salix we run a comprehensive induction programme to support staff
to be successful at work. Every member of staff is in a team and has a named line
manager who helps organize individual workload and manages training and
development.
Key responsibilities and duties
Salix are looking for an experienced and motivated Administrator. They will have
experience using their initiative and finding solutions. Based full time from the
office, the primary responsibilities of the successful candidates is to effectively
support the needs of the Office Managers, providing administrative support whilst
being able to lead on the IT needs of the company.
Duties include but are not limited to the below. This is not an exhaustive list and the
successful candidates will complete other duties commensurate within the grade.
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IT Support:
Successful candidates will be the main contact for all IT on a day to day basis for
both staff and our external IT consultants who act as our IT department. They will
have sound experience and knowledge on the duties listed below and be keen to
develop their skills in this area as the company expands.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Experience working with the Microsoft 365 package
Purchase and distribution of IT equipment (laptops, printers)
Working with IT support on the installation of new computers
Printer maintenance and resolving printer issues (installing toner, resolving paper
jams)
Maintaining IT databases (records of assets, tags etc.)
Manage relationship with external IT support provider
Accessing the IT comms room (server room) when requested by IT support
Requesting new starter profiles with IT support and ensuring they are generated
on time
Submitting leavers forms to IT support to restrict leaver access
Enroll staff onto the ATAATA training system (cyber security training)
Share knowledge and cyber security awareness for all
Support the IT consultant on the monthly remote visits and set the task list,
prioritising tasks
Primary contact for monitoring and approving staff requests (adding staff to
email groups, allowing software installations)
Manage the EE mobile and data contract and assist with mobile support
IT projects such as researching and identifying soft phone solutions

General Office & Administration Duties:
• Organisation skills, ability to perform tasks and prioritise work, especially when
there are conflicting demands
• Work effectively under pressure
• Primary point of contact for the serviced office & reception team
• Maintaining good relationships with the serviced office team
• Communicating and updating contact records with switchboard to ensure calls
are distributed correctly
• Posting and distributing post
• Organising couriers
• Purchase and supply of stationery and supplies
• Raising purchase orders with Accounts
• Supporting the Office Manager with checking invoices prior
• Organising diaries and meetings
• Organising and hosting Microsoft Teams meetings
• Keeping track of shared IT equipment
• Booking meeting rooms with Landlord and updating the meeting room log
• Ensure staff are using the meeting room booking system and provide guidance
• Organising and preparing meeting rooms for high level meetings (board
meetings)
• Maintaining tidy cupboards and office space.
• Carrying out daily housekeeping ensuring there are no trip hazards or any Health
& Safety issue.
• Typing of documents
• Welcoming visitors and notifying reception and security of their attendance
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•
•
•
•
•
•
•
•
•

Agreeing the staff meeting agenda with the Chief Executive and circulating to
staff
Hosting virtual staff meetings
Allocating and programming staff lockers
Booking transport and accommodation
Supporting the Chief Executive on request
Monitor and distribute info mailbox
Ensuring staff update the Covid office visit log and other covid relevant logs
To assist the Office Manager with office relocations
To assist the Office Manager with any Health & Safety tasks

Salary
•
£25,500 during probationary period which lasts 3 months
•
£26,000 after successful probationary period
Employee benefits
• 28 days annual leave
• Cycle to work scheme
• Contributory Pension scheme
• Season ticket loans
• Training
Appointment process
The Person Specification for this position can be found in Appendix 1. All criteria
outlined in the specification are considered essential and will be assessed through a
combination of the application statement, CV and interview.
Candidates should focus on the experience, skills and abilities in the Person
Specification of the 8 specific areas that have been highlighted in the ‘key criteria’
column in their written statement, which should be no more than 1,500 words.
Candidates should provide examples of their experience in line with the highlighted
criteria.
Candidates should complete all three documents listed below for their application to
be reviewed. Do note candidates will not be contacted to complete a full application.
All applicants must have the right to work in the UK.
Appointment timetable
•
Shortlisted candidates will be invited to interview at an agreed time/date.
•
Shortlisted candidates will complete a competency exercise prior to the
formal interview.
•
Start in post by mutual agreement.
•
This advert will be removed once the post is filled.
Application information
If you wish to apply
HR@salixfinance.co.uk.
1. An up to date CV

for

this

role,

please

submit

the

following

to
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2. All candidates are asked to submit a personal statement of no more than
1,500 words stating why they are suitable for the post of Office Administrator.
You are asked specifically to address the specification criteria that have been
highlighted the key criteria column of Appendix 1
3. Equality monitoring form (available to download here)
4. Please state your availability for the planned interview period quoted in the
appointment timetable as part of your application submission email
5. Applicants should confirm where the learnt of the opportunity in the covering
email/letter when submitting their application
6. Candidates that do not submit a full application, providing all 3 documents will
not be contacted to chase a full application
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Appendix 1: Personal Specification

CRITERIA

DESCRIPTION

QUALIFICATIONS

•
•

SKILLS AND
ABILITIES

•
•
•
•

•
•
•
•
•
•
•
•
•
•

Essential
Criteria

GCSE’s in Maths and English grade A-C or
BTec diploma in administration or
Equivalent
Evidence of self-development
Ability to work independently and within a
team
Demonstrate relevant office experience
either in a paid or voluntary capacity
Strong IT knowledge with ability to
effectively use a range of Microsoft
packages. Knowledge of Excel, Word,
Power Point, Teams, databases, online HR
systems
Communicates effectively, confidently and
assertively both in writing and when
speaking
Fosters collaborative and co-ordinated
working across teams and in partnership
with other organisations
Presents a credible and positive image
both internally and externally

✓
✓
✓

✓

Pays close attention to detail, ensuring
work is delivered on time and to a high
standard
Effective time management and ability to
set realistic timescales for work delivery

✓

Self-motivated and good organisational
skills
Good interpersonal skills

✓

Experience of and ability to keep
information confidential in the workplace
Willingness to learn and commitment to
personal development and training
Demonstrate and understand equal
opportunities

✓

✓

Key:
✓ = key criteria
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