
Job Description  

 

 

Job Title: West London Strategic Partnership - 
Administrator 

Reports To: Service Manager 

Job Grade: E - Experienced Professional 

Working Location: Home based with regional travel 

Required DBS Level: Enhanced DBS Adult & Child Check  
 

 

Who we are  

Our Vision 

A future where good, meaningful, rewarding, purposeful and dignified employment is 

accessible to all in society irrespective of life circumstances. 
 

Our Mission 

To focus our experience, skills, advocacy, and passion to deliver the highest quality 
services for the people we support and to improve opportunities and access to work now 
and for the long term. 
 
Our Commitment 

To co-create and deliver high quality employability programmes and complementary 
services for people with complex needs, challenging life circumstances or other barriers 
that impact on access to work. 
 
 

Role Description 
  

Be the primary point of contact for participant inquiries. 

Process all referrals and provide crucial administrative support to the service. 

Organise and host visits and events for key stakeholders. 

Participate in weekly team meetings to share ideas and best practices. 

Collect, collate, and disseminate management information for the WLA programme. 

Produce high-level analyses and reports for both internal and external use. 

Develop and implement quality processes in collaboration with the service manager. 

Monitor and audit data capture systems to ensure accurate performance reporting. 

Conduct monthly quality checks and review IPS Fidelity Reports. 

Maintain instructions, guidelines, and procedures for staff. 

Train new staff on the CRM system and support all delivery teams to maximise 

performance. 

Collate and process monthly claims, ensuring accuracy and timeliness. 

Foster a customer-focused culture and report on customer feedback. 

Attend team meetings in West London as required.  
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What you will be doing 
 
• Provide support to the service, enabling front line staff to focus on Participants by 
managing and completing administrative and support functions 

 
• Take part in weekly team meetings with the team to allow the sharing of ideas and best 
practices, take minutes and disseminate in a timely manner to the team 

 
• Produce high level, accurate analyses, and reports of financial and management 
information for company and external use 
 
• Monitor and audit data capture systems to ensure the recording of all contract 
performance monitoring and management information is effective to enable the production 
of reports, and statistics 
 
• Support all delivery teams to maximise performance by using the CRM and MI systems 
effectively through training, MI analysis and feedback 
 
• Overseeing timeliness and quality of data inputting, supporting the IPS Service Manager 
to meet claim deadlines 
 
• Operate a customer focused culture to designated standards of service, ensuring 
customer feedback is appropriately reported 
 
• Despite this being a home-based role you may be required to attend Team Meetings in 
the West London area. These will occur multiple times a year. 
 
 
 

What we need from you 

 

Must have/be able to: 

 

• Proficient with Microsoft Excel, Word, Outlook and Teams 

 

• Customer service or administration experience 

 

• Excellent IT skills, including familiarity with Microsoft Office software and previous 
experience of working with databases. 

 
• Excellent verbal and written skills and ability to communicate concisely and effectively 
 
• Ability to use initiative when required and take a problem-solving approach to work tasks 
 
• Be able to display an awareness, understanding and commitment to the protection and 
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safeguarding of young people and vulnerable adults. This post requires a Disclosure and 
Barring Service Check at a (Adult) level 
 

 
 

Great to have/be able to: 
 

• Relevant experience in an administrative function 

 
• Understanding of our client group and the barriers our clients may face 

 
• Demonstrable experience of providing excellent customer service skills 
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What we expect from all Shaw Trust Colleagues at this Job grade 

• Good at building relationships both internally and externally. You need to be able to work 

as part of the team as well as independently when required 

 

• Ability to demonstrate you can successfully work to targets and can provide excellent 

customer service skills 

 

• Excellent verbal and written communication skills are key 

 

• Ability to use your initiative and take a problem-solving approach to work tasks 

 

• Excellent IT skills, including familiarity with Microsoft Office software and previous 

experience of working with databases 

 

• Be aware of, promote and implement our Integrated Management System which 

encompasses Environmental, Information Security, Quality, Occupational Health & Safety 

and Risk. 

 

• To undertake any further training as identified in our review procedures. 

 

• To understand and comply with The Health and Safety at Work Act 1974, The Data 

protection Act, Safe working practices, risk assessment control measures and statutory 

provisions as well as maintaining confidentiality about clients, staff, and other Trust 

businesses. 

 

• To comply with our Diversity and Inclusion Policy. The key responsibilities for staff under 

this policy are set out in our Code of Conduct. 

 

• To take personal responsibility for risk management by maintaining awareness and 

reporting risks to avoid the Trust being exposed to unnecessary risk. 

 

• To partake in any additional responsibilities outlined by your line manager in relation to the 

job role 
 

 


