
   

Job Description 

Post:  Office Administrator (Feb 2020) 

Department:  Parks  

Grade: £25,473 (ENSc5)  

 
Key Tasks 
 

Responsible to Arboricultural Manager for:  
 
1. Providing comprehensive administrative support for the Tree Team; 
2. Providing a comprehensive first point of contact for the Tree Team; 
3. The office management of the Tree Team office at Wandsworth Common; 
4. Other duties as required. 

 
Principal Duties 
 

1. Providing a customer-focused front line reception service for the Tree Team;  

a. Receive and manage incoming post, goods and direct as appropriate. 

b. Logs and responds to calls via the Trees Office phone lines and Trees Office 

inbox, answering enquiries or re-directing as appropriate.  

c. Record complaints and correspondence to ensure resolution in accordance with 

Enable established procedures. 

d. Develop admin processes to help support colleagues in the Trees teams. 

 

 

2. Providing administrative support for Trees service 

a. Raising Purchase Orders and maintain records as directed by budget holders and 

liaises with finance team in respect of payments. 

b. Assists in collating, processing and presenting information as required by Trees 

Service senior officers.  

c. Maintains admin handbook of written procedures for own area of work 

d. Assists in maintaining the diaries for senior Trees staff, arranging appointments 

and meetings, as required.  

e. Communication within the Parks Service colleagues and sharing of relevant 

cross-team information, for supporting operational delivery of the Parks Service. 

 

3. Providing office management for Trees Service 



   

a. Maintain Trees Service electronic and hard copy filing and management in line 

with GDPR. 

b. Maintain stationery supplies across all Tree teams. 

c. Maintains accurate Trees meeting room booking system  

d. Work across parks services as required for cohesive and complete admin 

support. 

e. Oversees maintenance of office equipment, reporting faults and arranging for 

stocking, servicing and repairs, as necessary 

Person specification 
 

 
Experience and skills 
 
1. Experience of managing an office. 
2. Experience of managing a reception area. 
3. Experience of providing administrative support to senior managers. 
4. Experience of maintaining a database. 
5. Experience of dealing with enquiries and complaints from the public in person, by phone 

and in writing. 
6. Experience of budget monitoring and recording. 
7. Good communication skills and a helpful telephone manner.  
8. Ability to respond to emails and correspondence in good English 
9. Ability to develop, implement and improve administrative systems. 
10. Good IT skills, particularly in the use of Word, Access, Excel and Outlook. 
11. Ability to collect, collate, and present data. 
12. Ability to prioritise and organise own workload and to work on own initiative. 
13. Team working and ability to establish good working relationships with contractors and 

colleagues across various sites and services. 
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