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Job Description 
 

Team: Compliance  

 

Purpose of job: 

 
• To support the administrative functions within the business. To work and study 

towards gaining an Level 3 Standard in Business Administration.  

 

Scope of job – main responsibilities: 

• Provide best practice administration support to the Quality Assurance Manager and 

Chief Financial Officer on a day-to-day basis 

• Processing expenses, raising purchase orders 

• Completing quality assurance checks such as supplier checks  

• Maintaining reports to track and compliance and finance documentation such as 

renewals  

• Updating systems such as Xero and Microsoft Dynamics 

• Maintain accurate records in accordance with document retention requirements and in 

line with current legislation. 

• Archive management  

• Supporting with diary management  

• Support with housekeeping tasks such as re-stocking consumables, stationery etc 

• Support with recruitment processes and filing 

• To perform any other duties as may be reasonably requested across the wider 

business. 
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Position within the organisation 

• The role reports to the Quality Assurance Manager but may report into other team 

members dependant on the task at hand 

• Working closely with the Chief Financial Officer, Finance Operations Manager, Office 

Manager and HR Business Partner 

• There are no direct reports into the role 

• The role will require extensive communication and liaison with colleagues throughout 

UMi 

 

Dimensions and limits of authority 

• No budgetary responsibilities  

 

We are brilliant standards 

• Embrace and demonstrate with integrity, the standards and behaviours which 

underpin the business’s values 

• Maintain the highest standard of professional conduct at all times both in business and 

socially with colleagues, clients, business networks and partnerships 

• Commit to the principle and practice of Continuous Professional Development and to 

undertake additional training to meet individual and organisational needs 

• Follow Health and Safety procedures put in place by the business to ensure the safety 

of you, your colleagues and others who may be affected 

• Uphold the business’s commitment to equality of opportunity to all and following UMi’s 

Equality, Diversity and Inclusion Policy 

• Support the business in achieving its sustainability and environmental aims and 

objectives 

• Contribute proactively to sharing ideas, knowledge, and best practice to bring about 

business improvement  

• Undertake any other additional tasks and responsibilities appropriate to the level of 

this post 
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Summary of knowledge, skills, and experience - essential 

• A* - C grades (Level 4-9) at GCSE or equivalent including Maths and English 

• Strong work ethic, team player and committed  

• Ability to work under pressure and on own initiative as well as part of a team with 

confidence 

• Ability to multi-task and operate within a fast-paced context when required 

• Strong written and verbal communication  

 

Summary of knowledge, skills, and experience – desirable 

• Excellent attention to detail 

• Strong IT skills (competent with Microsoft Office Applications) 

• Ability to communicate professionally in all mediums 

• Must be able to maintain confidential data and information 

 

 

 

 

 

 

 

 

Job holder signature: 

 

 

--------------------------------------------- 

 

Line manager signature: 

 

 

---------------------------------------------
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COMPETENCY 

AND BEHAVIOURS 

ONE OF THE TEAM SETTING AN EXAMPLE STANDING OUT FROM THE CROWD 

DECISIVENESS 

 

 

 

 

Presents clear information and 

analysis to aid decision making. 

Always present a recommendation 

which is well considered and 

underpinned by sound research. 

Thoroughly considers factual and personal information and 

makes recommendations based on financial and 

reputational factors.  Where risks are identified a well 

thought through mitigation strategy is presented. 

BUILDING & 

ENHANCING 

RELATIONSHIPS 

Recognised as being approachable, 

takes action to put others at ease.  

Presents themselves in a professional 

manner. 

Actively invests the time to get to 

know individuals and organisations 

and is a source of advice for 

others. 

 

Is highly approachable and a trusted colleague recognised 

as a source of advice for others.  Takes the time to think 

through how to approach a new relationship or how they 

can add value to an existing relationship.  Acts as an 

ambassador of UMi internally and externally.  

ORGANISATIONAL 

AWARENESS 

Can describe who we are, what we 

do and what makes us special. 

Actively gets involved in business 

wide projects and proactively 

promotes business services 

Is well recognised across the business, instigates cross 

selling opportunities and has a demonstrable 

understanding of key projects and performance at all 

times. 

DEVELOPING SELF 

AND OTHERS 

Actively participates in training 

opportunities and in 1:1’s to identify 

areas for self-development. 

 

Proactively offers support to others 

based on their experience and 

specialism, and looks for 

opportunities internally to develop 

skills and experience or learn from 

others 

Without instruction undertakes both formal and informal 

development activities such as online webinars, personal 

research, external training and update sessions. 

Proactively engages in external opportunities for self-

development e.g., involvement in charities, sports clubs 

etc. 

COMMUNICATION 

& INFLUENCING 

Consistently structures both written 

and verbal communication well, 

using the most effective method 

whether face to face, always 

checking to ensure the recipient has 

a clear understanding. 

Tailors communication effectively 

to meet the needs of the recipient.  

Takes the time to understand how 

best to approach a situation and 

also actively considers how the 

other person will perceive things. 

Actively develops new strategies for communicating that 

encourage engagement and presents information 

effectively. 

PLANNING & 

DRIVE FOR 

ACHIEVEMENT 

Displays a positive outlook at all 

times, independently plans workload 

and proactively communicates and 

negotiates changes to agreed 

deadlines.  Consistently punctual and 

well organised and always clear 

about what outcome is required. 

Suggests solutions to be able to 

accelerate activity or re prioritise 

to enable increased activity to be 

handled, constructively challenges 

targets and encourages others to 

succeed. 

Set themselves personally challenging targets, operates 

independently and proactively makes recommendations for 

improvement in either team or group methods and 

approaches. 


