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Job Description
	Job Title
	Administrator

	Function
	Service Delivery

	Department/Team
	Surrey IPS Employment Services

	Reports to
	Service Lead

	Direct Reports
	None

	DBS Check Level Required
	Enhanced

	Grade/Job Evaluation Level
	Core Administrator

	Salary Banding
	Key Contributor A

	Hours
	22.5 hours per week

	Working Pattern
	Wednesday to Friday

	Location
	Bradmere House, Leatherhead

	Created/Reviewed date
	September 2026



	You will be working for



Waythrough launched in October 2024 following the merger of Humankind and Richmond Fellowship. Our vision is to break down the barriers that stop people getting the support they need to live a life they value.
We tackle poverty and disadvantage in communities, through mental health, drug and alcohol, housing and related support. We have almost 200 services around England and nearly 3,500 staff and volunteers who run them. Every year our services support around 125,000 people.




	Purpose of the Role



To provide high quality administrative support to Surrey IPS Employment Services based at Bradmere House, ensuring referrals, client information and service administration are processed accurately, efficiently and within required timescales.
A key part of the role will be managing incoming referrals, completing initial administrative triage and accurately recording referral and client information within SystmOne.
The role will also provide general administrative support to Bradmere House, including answering telephone enquiries, processing invoices through Workday, maintaining accurate records and supporting the smooth day to day running of the service.
	Key Accountabilities



•  Act as a first point of contact for Surrey IPS Employment Services, responding professionally and appropriately to telephone calls, emails, referrals and general enquiries.
•  Receive and process incoming referrals to the service, ensuring referral information is complete and identifying where further information is required.
•  Undertake initial administrative triage of referrals in accordance with agreed service referral pathways, eligibility criteria and procedures.
•  Accurately input referral information and relevant client information into SystmOne, ensuring records are complete, current and recorded within required timescales.
•  Allocate, route or forward referrals to the appropriate team or member of staff in accordance with agreed service processes.
•  Monitor referral workflows and administrative tasks within SystmOne, helping to ensure referrals are progressed promptly and do not remain unactioned.
•  Maintain a high standard of data quality within SystmOne and other service systems, identifying and correcting administrative errors where appropriate.
•  Support staff with routine administrative queries relating to SystmOne and agreed service administrative processes following appropriate training.
•  Answer incoming telephone calls to Bradmere House, responding to enquiries, taking accurate messages and directing callers to the appropriate person or service.
•  Ensure everyone contacting the service is welcomed, supported and, where appropriate, directed or signposted to the relevant member of staff or service.
•  Provide general administrative support for Bradmere House and Surrey IPS Employment Services, including correspondence, document preparation, filing and maintenance of administrative records.
•  Process invoices and associated financial administration through Workday, ensuring information is accurate and submitted in accordance with organisational procedures and timescales.
•  Liaise with suppliers, colleagues, managers and finance teams regarding invoices and routine administrative queries where required.
•  Maintain accurate and current client and service records in accordance with organisational policies, information governance requirements and relevant legislation.
•  Maintain electronic appointment, referral and administrative systems as required.
•  Support the effective running of Bradmere House, including monitoring stationery, office supplies and equipment and arranging replenishment where required.
•  Coordinate room bookings and support meeting arrangements where required.
•  Attend meetings and take minutes or record actions where required.
•  Understand service and organisational quality standards and audit requirements and ensure information is collected and recorded appropriately.
•  Support quality assurance and audit activity by ensuring administrative records and client information are accurate, complete and accessible.
•  Understand relevant service performance indicators and assist managers and teams with the collection, checking and presentation of service data where required.
•  Assist the service team with the coordination and administration of projects, events or service development activity where required.
•  Work collaboratively with administrators, Employment Specialists, managers and other colleagues to maintain consistent administrative processes across Surrey IPS Employment Services.
•  Undertake other reasonable administrative duties appropriate to the role and grade.


	General Accountabilities



•  Undertake continuing professional development, including participating in supervision, performance appraisals and attending training as required.
•  Work in accordance with all relevant legislation, policies, procedures and guidelines, both internal and external. This includes Waythrough’s clinical governance framework.
•  Keep abreast of relevant policy, procedural and professional developments relating to the role.
•  Promote, adhere to and demonstrate Waythrough’s workplace values of being kind, courageous and respectful.
	Additional Information



The role is based at Bradmere House in Leatherhead and will work 22.5 hours per week, Wednesday to Friday.
The postholder will be expected to undertake appropriate training in SystmOne, Workday and other relevant organisational systems.
Values and Competencies
	Our Values



•  Kindness: Be generous, caring and compassionate
•  Courage: Be bold, trust, commit
•  Respect: Everyone deserves dignity
Person Specification
	Qualifications
	Essential or Desirable

	NVQ Level 2 in Business Administration, equivalent qualification, or demonstrable relevant administrative experience.
	E



	Skills
	Essential or Desirable

	Strong administrative and organisational skills.
	E

	High level of accuracy and attention to detail.
	E

	Ability to accurately input, maintain and review information within electronic client record systems and databases.
	E

	Proficient in Microsoft Office programmes.
	E

	Ability to collate, organise and disseminate information.
	E

	Ability to manage referrals, administrative tasks and competing priorities within agreed timescales.
	E

	Good written and verbal communication skills.
	E

	Confident and professional telephone manner.
	E

	Ability to communicate appropriately with clients, colleagues, referrers and external organisations.
	E

	Ability to handle confidential and sensitive information appropriately.
	E

	Ability to work independently while contributing effectively as part of a wider team.
	E

	Ability to learn and confidently use SystmOne, Workday and other organisational systems.
	E

	Experience
	Essential or Desirable

	Previous experience within an administrative or customer facing role.
	E

	Experience of maintaining accurate electronic records or databases.
	E

	Experience of managing enquiries, referrals, requests or similar administrative workflows.
	E

	Experience of working with confidential or sensitive information.
	E

	Experience of working accurately within established administrative processes and procedures.
	E

	Previous experience of using SystmOne or another health or social care electronic client record system.
	D

	Previous experience of using Workday or another electronic finance or invoice processing system.
	D

	Administrative experience within health, mental health, employment support, social care or a related service.
	D

	Experience of supporting audit, data quality or performance monitoring processes.
	D
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