

[Insert Company Logo Here]				Job Description – Administrator  |  Confidential once completed
[COMPANY NAME]  –  JOB DESCRIPTION
ADMINISTRATOR
What the Administrator does, the standards we expect, and the skills the role needs.
	Reference
	Version
	Date issued
	Review date

	ARB-HR-015
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Setting out what the Administrator does, what good looks like, and the skills and qualifications needed.

	Who fills it in
	The business owner tailors it. The employee and their Manager read it together and sign it.

	When
	Before recruiting, with the job offer, at induction, and at every annual appraisal.

	Time needed
	About 15 minutes to read. About 15 minutes to go through it together and sign.

	You will need
	Core Duties (ARB-HR-017), the Contract of Employment (ARB-HR-001) and the training matrix.

	Where it goes
	Signed copy in the personnel file. Keep it for the employment plus 6 years, or as your retention schedule says. Give the employee a copy.



	Guidance for the business owner – remove before issue
Tailor it. Replace everything in [red], delete what does not apply, then delete this box. List only requirements the job really needs (Equality Act 2010). Keep duties out of the contract (ARB-HR-001) so you can update them; talk to the employee before any significant change.
Health (checked 23/09/2026). No health questions before a job offer (Equality Act 2010 s60); afterwards use ARB-HR-010. Consider reasonable adjustments (ss20–21).
Qualifications (checked 23/09/2026). NPTC is part of City & Guilds; Lantra Awards offers equivalents. Titles change and old "CS" codes are still used as shorthand, so titles here are generic. Confirm them with your assessment centre. More notes in the red box in Section 7.



 1    Role at a glance
Section 1 of 10  ·  About 1 minute to read  ·  Employee and Manager
	Job title
	Administrator

	Reports to
	[Office Manager / Manager / Director]

	Responsible for
	No line management. You support the office, Team Leaders and site teams.

	Location
	[Office address], with occasional visits to the depot and sites [or hybrid working, if agreed]

	Hours
	[For example: 37.5 hours a week, Monday to Friday, 8.30am to 5pm]

	Contract type
	[Permanent, full-time or part-time] (see Contract of Employment, ARB-HR-001)

	Also applies
	Core Duties (ARB-HR-017)



 2    Purpose of the role
Section 2 of 10  ·  About 1 minute to read  ·  Employee and Manager
The Administrator keeps the business running smoothly day to day. You are often the first voice customers hear, and you make sure work is quoted, booked, documented and paid for. You keep the records that prove we are safe and compliant, and you support tenders and accreditation audits.
 3    Key duties
Section 3 of 10  ·  About 6 minutes to read  ·  Employee and Manager
Your main duties are grouped below. The most important points are in bold.
	3.1  Customer service and communication
1. Be the first point of contact for calls, emails and enquiries.
1. Give clients, suppliers and the public a professional, courteous and efficient service.
1. Answer enquiries promptly, or pass them to the right person.
1. Build good relationships with clients and suppliers.
1. Pass complaints to a Manager the same day.
	3.2  Quoting and finance
1. Raise quotations, send them to clients and follow them up.
1. Raise and send invoices promptly, and allocate payments received.
1. Chase overdue invoices, following company procedure.
1. Prepare payment runs, payroll information and subcontractor payments for approval, where authorised.
1. Prepare records for the accountant, including information they need to check whether CIS applies (HMRC CIS 340).



	3.3  Scheduling and operational support
1. Book surveys, quotes and site work in the company diary, and confirm details with clients.
1. Prepare job packs, including the SSRA, method statement and site information.
1. Check Tree Preservation Orders (TPOs), conservation areas and planning conditions with the local planning authority before work is booked.
1. Find the nearest welfare facilities and A&E for each site.
1. Help plan crews, vehicles and equipment.
	3.4  Compliance records
1. Keep the training matrix up to date, and book training and refreshers before they expire.
1. Keep the equipment register, including LOLER examination dates (6-monthly for climbing and rigging kit).
1. Track vehicle MOTs, servicing, tax, insurance and driver licence checks (ARB-HR-013).
1. File waste transfer notes (keep for at least 2 years) and check the waste carrier registration is in date.
1. Keep the accident book, COSHH register and inspection records filed and easy to find.



	3.5  Data protection (UK GDPR)
1. Handle personal data in line with UK GDPR, the Data Protection Act 2018 and our Privacy Notice [ref].
1. Keep health and other special category data separate from personnel files, with access limited.
1. Keep files secure: locked cabinets, strong passwords, no personal data sent to the wrong person.
1. Keep and delete records in line with the retention schedule.
1. Report any data breach to a Manager straight away. Some breaches must be reported to the ICO within 72 hours.
	3.6  Accreditation evidence and tenders
1. Collect and file evidence for audits: ARB Approved Contractor, CHAS, SafeContractor, Constructionline and others.
1. Help prepare Pre-Qualification Questionnaires (PQQs) and tender submissions, and track deadlines.
1. Keep policies and controlled documents up to date, with version control.
1. Prepare toolbox talk records and health and safety paperwork.



	3.7  HR administration
1. Keep employee and subcontractor records and personnel files up to date.
1. Prepare new starter paperwork, including right to work check records (ARB-HR-004), and diarise follow-up checks.
1. Keep holiday and absence records (keep holiday records for 6 years).
1. Support the annual appraisal process with admin and record keeping.
	3.8  Office and fleet administration
1. Keep electronic and paper filing systems accurate and tidy.
1. Deal with post, scanning, filing and archiving.
1. Order office supplies.
1. Arrange vehicle servicing, MOTs and inspections, and manage fuel cards.
1. Keep equipment and asset records.



	3.9  Appraisal and CPD
1. Attend mandatory training, toolbox talks and briefings, and take part in your annual appraisal.
1. Complete refreshers when due, and keep your CPD Record (ARB-HR-014) up to date.
1. Look for ways to make admin simpler, faster and more accurate.
	3.10  Standards and compliance
1. Work in line with company policies and procedures.
1. Keep company and personal information confidential.
1. Complete tasks accurately and on time.
1. Follow the law that applies, including UK GDPR, the Data Protection Act 2018 and the Display Screen Equipment Regulations 1992.



	What this means for you
A Constructionline renewal is due next month. Because you logged the insurance, training and LOLER dates as they came in, you can pull the evidence together in an afternoon, not a week of chasing.



 4    Authority
Section 4 of 10  ·  About 1 minute to read  ·  Employee and Manager
As Administrator, you have the authority to:
1. Raise customer concerns with management.
1. Ask for clarification where instructions are unclear.
1. Report compliance concerns straight away, for example an expired LOLER examination or training certificate.
1. Suggest improvements to admin systems and processes.
1. Pause an admin process where an error or compliance concern could harm the business, and tell a Manager.
	Tip
If a job is booked but a TPO check, permit or rescue-trained climber is missing, flag it. Stopping a problem in the office is the safest place to stop it.



 5    Performance measures
Section 5 of 10  ·  About 2 minutes to read  ·  Employee and Manager
We review your performance against these measures at one-to-ones and at your annual appraisal. Targets in red are set by your Manager.
	Area
	What good looks like (the measure)
	How we check

	Customer service
	Calls and emails answered or passed on within [the same working day].
	Spot checks, feedback, complaints log

	Quotes and invoices
	Quotes sent within [3 working days] of survey. Invoices sent within [2 working days] of job completion. Overdue debt below [amount or days].
	Quote and invoice logs, aged debt report

	Compliance records
	No training, LOLER, MOT or insurance date allowed to expire without warning. Matrix updated within [5 working days] of a change.
	Training matrix, equipment register

	Data protection
	Personal data handled securely. Any breach reported to a Manager the same day.
	Breach log, file checks

	Accreditation and tenders
	Renewals and tenders submitted before the deadline, with complete evidence.
	Submission records, audit results

	Organisation and teamwork
	Diary and job packs accurate and ready [the day before] work.
	Team Leader feedback



 6    Behaviours and expectations
Section 6 of 10  ·  About 1 minute to read  ·  Employee and Manager
As Administrator, we expect you to:
	1. Show integrity, honesty and professionalism.
1. Stay positive, flexible and proactive.
1. Communicate clearly and respectfully.
1. Build good relationships with colleagues, clients and suppliers.
1. Stay calm under pressure and manage competing priorities.
	1. Organise your time well.
1. Take pride in accurate, high-quality work.
1. Keep information confidential.
1. Look for ways to keep improving.
1. Represent the company professionally.



 7    Person specification
Section 7 of 10  ·  About 2 minutes to read  ·  Recruiting Manager and employee
	Owner note – person specification – remove before issue
Records law (checked 23/09/2026). Waste transfer notes are kept for at least 2 years. From 6 April 2026, holiday records must be kept for 6 years (Employment Rights Act 2025). Right to work check copies are kept for the employment plus 2 years. Tree felling is not normally a CIS construction operation, but can be when it is part of construction work, such as site clearance for housing (HMRC CIS 340). Check with your accountant.
Driving. A licence is only listed as desirable. Make it Essential only if the job really needs driving.



	Area
	Essential
	Desirable

	Skills and experience
	1. Excellent admin and organisational skills, with great attention to detail.
1. Strong spoken and written communication.
1. Good IT skills, including Microsoft Office and [company software, for example job management or accounts system].
1. Able to prioritise, and to work alone or in a team.
1. Professional and courteous manner.
	1. Experience in the arboricultural, landscaping, construction or utilities sector.
1. Knowledge of TPOs and planning processes.
1. Experience of PQQs, tenders or accreditation schemes.
1. Payroll or accounts experience.
1. Data protection (UK GDPR) training.
1. Full UK driving licence.



 8    Physical requirements
Section 8 of 10  ·  About 1 minute to read  ·  Employee and Manager
The role involves:
	1. Working mainly in an office.
1. Using a computer and screen for long periods, with regular breaks.
	1. Occasionally lifting office equipment or files, using safe manual handling.
1. Occasionally visiting the depot or sites, with PPE and a site induction.



	Reasonable adjustments
If you have a disability or health condition, tell us what would help. We will consider reasonable adjustments, as the Equality Act 2010 requires.
We will carry out a display screen equipment (DSE) workstation assessment. You can ask us for an eye test, as the DSE Regulations allow.



 9    Training and CPD
Section 9 of 10  ·  About 1 minute to read  ·  Employee and Manager
We give you the training you need, and record it in the training matrix.
	Training
	When

	Company induction, including data protection and DSE (ARB-HR-006)
	In your first week

	Company systems, quoting and invoicing
	In your first month

	Accreditation and tender processes
	[As agreed with your Manager]

	Annual appraisal and CPD review (ARB-HR-014, ARB-HR-020, ARB-HR-021)
	At least once a year



 10    About this job description
Section 10 of 10  ·  About 2 minutes to read  ·  Employee and Manager
1. This sets out the main duties of the Administrator, but is not a complete list. You may be asked to do other reasonable duties that match your training, competence and level of responsibility.
1. Core Duties (ARB-HR-017) also applies to you. It covers safety, conduct, environment and learning for everyone.
1. It is not part of your contract. We review it at least yearly and when the job changes, and will talk to you before any significant change.
1. Want this in a different format, or someone to go through it with you? Just ask.

I have read and understood this job description and Core Duties (ARB-HR-017). I agree to carry out my role in line with it.
	
	Employee
	Manager

	Name
	
	

	Signature
	
	

	Date
	
	



Related documents
	Reference
	Document

	ARB-HR-017
	Job Description – Core Duties

	ARB-HR-004
	Right to Work Check Record

	ARB-HR-013
	Driver Authorisation Form

	[ref]
	Privacy Notice, Retention Schedule and Training Matrix



Document control
	Document
	Job Description – Administrator (ARB-HR-015)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way you work changes



	Ver.
	Date
	Author
	Summary of changes

	1.0
	01/07/2026
	Arborella Consultancy Ltd
	Initial release

	2.0
	23/09/2026
	Arborella Consultancy Ltd
	AOS v2 layout matching the Team Leader master. Added quoting, compliance records, UK GDPR, accreditation evidence and tender duties; measurable measures; Essential/Desirable table; DSE and training. Added record-keeping periods and CIS check.
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