	Job Title
	Administrator

	Function 
	Operations

	Department/Team
	Hertfordshire Crisis House

	Reports to
	Service Manager

	Direct Reports
	0

	DBS Check Level Required
	Enhanced DBS

	Grade/Job Evaluation Level
	B20

	Salary Banding
	£24,920 pro-rata (inclusive of £350 location allowance)

	Created/Reviewed date
	August 2025
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Waythrough launched in October 2024 following the merger of Humankind and Richmond Fellowship (RF). Aquarius supports people in the Midlands affected by substance use or gambling. It was a subsidiary of Richmond Fellowship and is now a subsidiary of Waythrough.

We are specialists in mental health, alcohol, drugs and related areas. We provide high quality, evidence-based services, which are designed around the needs of the people we support. Our vision is to break down the barriers that stop people getting the support they need to live a life they value.

Our values underpin everything we do – from how we work together through to how we design and deliver services. All our work to fulfil this vision is strengthened by our values.

· Kindness: be generous, caring and compassionate.
· Courage: be bold, trust, commit.
· Respect: everyone deserves dignity.

The Hertfordshire Crisis House is a new 24-hour service scheduled to open in December. It will provide individuals experiencing a mental health crisis with an alternative to hospital admission, offering up to 7 days of intensive recovery-focused support in a safe, non-clinical environment. The service will work in close partnership with local mental health crisis teams and community-based services to ensure holistic, person-centred care.




	Purpose of the Role

	
· To provide high-quality administrative support that enables the smooth and effective running of the service.
· To work closely with the Service Manager to devise and implement administrative and financial systems, in accordance with organisational policies and procedures.
· To assist with the safe and successful daily operation of the service.
· To uphold organisational values and contribute to a recovery-focused environment.




	Key Accountabilities 

	
Administrative Support
· Maintain and update filing systems and project information resources.
· Provide telephone reception and respond to initial enquiries.
· Coordinate internal and external message handling.
· Upload and process referral information and assessments.
· Support calendar management and appointment scheduling.
· Provide typing and word processing support for the staff team.
· Assist in preparing written reports, ensuring confidentiality.
· Take and distribute minutes of meetings as required.
· Coordinate staff meetings, support groups, and service meetings.
· Support staff/volunteer training coordination and induction processes.

Compliance & Governance
· Assist in ensuring GDPR compliance across the service.
· Adhere to Health and Safety policies, ensuring timely and accurate record keeping.
· Support the Service Manager in maintaining Health and Safety procedures.

Service Coordination
· Prepare for and support the smooth running of all service meetings.
· Maintain accurate documentation to support service operations.

Professional Development
· Participate in regular supervision with the line manager.
· Attend training courses and events as required.

Equality & Inclusion
Adhere to and promote Waythrough’s Equal Opportunities and Diversity Policies.
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· Act in accordance with the organisation’s values, policies, and procedures.
· Maintain confidentiality and professional boundaries at all times.
· Promote and uphold equality, diversity, and inclusion in all aspects of work.
· Ensure compliance with GDPR, Health & Safety, and safeguarding requirements.
· Participate in supervision, training, and development activities.
· Support continuous improvement and contribute to a positive team culture.
· Undertake any other duties within the scope of the role as required by the Service Manager.

The individuals we support are at the heart of our work. Each person accessing our services is unique and deserves to be treated with respect, dignity, and individuality. As a result, the responsibilities of the role may vary day to day, depending on the needs and circumstances of those we are supporting.

This job description is non exhaustive, and we reserve the right to amend and review as appropriate. 
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Person Specification

	Skills
	Essential or Desirable

	Good verbal communications skills and an ability to relate to a wide range of people.
	Essential

	Understanding of mental health.
	Essential

	Ability to manage complaints and feedback
	Essential

	Good keyboard skills
	Essential

	Good IT skills; Microsoft Office
	Essential

	Good numeracy skills, accuracy, efficiency and ability to work under pressure
	Essential

	Ability to co-ordinate and prioritise own workload
	Essential

	Knowledge of safeguarding
	Essential

	Knowledge of email systems
	Essential



	Experience
	Essential or Desirable

	At least 12 months administrative and/or secretarial experience.
	Essential

	Experience of maintaining and reviewing office systems and procedures.
	Essential

	Experience of attending and minuting meetings.
	Essential

	Reception experience
	Desirable



	Other 
	Essential or Desirable

	Ability to use own initiative
	Essential

	Self-motivated
	Essential

	Clear understanding of confidentiality
	Essential

	Commitment to and understanding of Equal Opportunities
	Essential

	Able to work as part of a team
	Essential

	Willingness to attend training courses and events
	Essential
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