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Job Title: 				Administration Assistant – Singapore Office
Department/ Team: 			People Team
Role reports to: 			People & Culture Manager (London Based)	
Direct & Indirect reports: 		N/A
Usual work location: 			Singapore Office 

Job Purpose:
Working Closely with the Office Manager in the Singapore office to support with day-to-day administration involved in the smooth running of ITOPF’s Singapore Office including but not limited to: travel booking and arrangements, finance administration, membership support and general office management

Key Areas of Responsibility:

	Area of Responsibility
	Brief Description

	
Office Administration
	· Facilitating the effective operation of the Singapore Office, ensuring a clean and comfortable workspace including prepare meeting spaces, coordination of maintenance and repairs with building management and providing initial IT support, where appropriate.
· Manage office supplies, equipment, furniture and pantry supplies including inventory management and recording.
· Provide administrative support for company events and meetings (including note taking, event coordination/ invitations).
· Conduct induction and onboarding for visitors and new starters (as required) 
· Office qualified First Aider (training provided)

	Travel

	Assist with travel and accommodation arrangements for staff members including 
· Prepare risk assessments and paperwork for travel visa’s
· Working with travel partners, such as Corporate Travel Agency. 
· Work with the London Office, Administration and travel Team 
· Support with travel and accommodation arrangements for colleagues relocating office to work from Singapore. 

	Finance
	· Support Singapore accounts process including but not limited to invoicing, audits, expenses management, banking and payment activities
· Liaising with third parties and the London based Finance Team colleagues to ensure that ITOPFs Singapore accounts are effectively processed. 

	Other
	· Support with arranging events, such as internal team events or external stakeholder events. 
· Provide cover for the Office Manager during periods of leave
· Additional duties from time to time to assist in the efficient running of the company to achieve its strategic objectives.
· Act as a support to the Membership Team during the renewal period, or as required (e.g. to provide cover during periods of leave etc)



Further information:

Budgetary responsibility: 
The role involves working within set budgets and ensuring invoices and processed in time in line with ITOPF’s policies.  You will also review and make recommendations on travel itinerary with a consideration to travel budget and policy parameters.   

Decision Making: 
You will make recommendations about suitable suppliers, products, or events venues and travel proposals in line with ITOPF’s frameworks, raising with the Office Manager or Head of Office in Singapore. There may be times of pressure, when emergency travel plans need to be coordinated at short notice for example. Ability to handle pressure, multiple tasks and unpredictable workloads well will be needed in the role

Relationships:
The role works across all teams internally, developing effective internal working relationships is therefore a key part of the role.  you will feel confident raising any issues or out of policy practices with your line manager or other managers in the organisation.

External relationships include service providers such as caterers, events venues and ITOPF’s Travel management company. 
 
Complexity: 
In this role you will work across several administrative areas and work proactively and be self-motivated to provide support where needed and suggest improvements to systems and practises. 

Knowledge & Experience:
Knowledge and skills:
· Competent in written and spoken English.
· Fully computer literate with advanced knowledge of the Microsoft Office Suite inc. Word, Excel, PowerPoint, Outlook, and Teams. 
· Competent and accurate in recording and analysing data, and producing reports merged from various sources and platforms.
· Ability to prioritise tasks and work independently
· Ability to handle confidential and sensitive information discreetly.

Experience and Qualifications
· A good standard of education and experienced in secretarial and/or administration duties.
· Experience of making both domestic and international travel arrangements would be an advantage.
· Experience in managing the logistics of an office

Circumstances 
There may be occasional, planned overseas travel in agreement with you, including to the UK office. 
Fundamental Job Functions 
· Any additional duties as required from time to time appropriate to the level of post to assist in the efficient running of the company and fulfilment of its strategic objectives.
· Always comply with record keeping, data protection and confidentiality of information acquired during the course of employment.
· Always consider and take responsibility for the health and safety of self and others and adhere to health and safety guidance at all times.
· Understand and apply ITOPF’s policies
Proactively consider your own professional development ensuring your skills and knowledge remain current and engage in ITOPF’s systems for development, such as annual reviews, formal and on-the-job learning opportunities.
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