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	Job Description 
Reviewed January 2014

	Job Title: 
Regional Administrator
	Reports to:  
Regional Manager/Commercial Manager

	Job Holder:  
	Location: 

	Job Purpose 
To provide an effective, efficient and complete day to day administrative and support service to the Regional Manager(s) and their team(s), assisting in maintaining the current client base and developing new business for the regions operations.

To also provide marketing support services to the local Regional Managers, Centre Managers, the Marketing Board and any Basepoint managers responsible for designing and implementing   marketing campaigns.

	1. Principal Accountabilities 
Office Management:
Undertake day to day tasks including but not limited to:

· Diary management, arranging meetings, preparation of meeting rooms and event scheduling

· Office administration including typing, answering phones, ordering supplies, postal services etc.

· Database management including the production of accurate reports, trend analysis and the accurate upkeep of all data.

· Liaise with Regional Managers to help compile management reports for distribution.

Public Relations Support:

· Work closely with RMS & CMs on layout, photography selection and the writing up of any PR opportunities for distribution via publications; website and other marketing channels including social media.

· Provide agreed content and support the maintenance of the Regions intranet pages

· Help edit, produce and circulate Regional newsletters

Sales, Marketing & Networking:

· When requested by the Business Development team, support the bidding process in order to acquire new clients within their Region. 
· Coordinate the Regional Networking events calendar and encourage attendance at networking opportunities.

· Organise and run a range of networking events including webinars, seminars and hospitality events both in-house and at external venues, providing support before, during and after the event. 
· Support event follow-up activity including collating and reporting on feedback with direct management of any CRM systems.
· Undertake specific research to help support the development of relationships with new and existing clients including the preparation and upkeep of data lists, biography sourcing and identifying key personnel. 

· Collate research on clients or competitors for business development or marketing campaigns and activities. 
· Assist with the preparation of the Regions Marketing Plans



	2. Person Specification

Key Knowledge and Experience Required:

Essential:

· High quality secretarial and administrative skills, particularly the ability to use Word, Excel and Microsoft Office tools to a high standard.

· Knowledge and experience of utilising data to produce and distribute quality documents.

· A good command of the English language and its uses within an electronic environment such as Social Media and the Internet.

· Knowledge and understanding of sales and marketing.

· An excellent and confident telephone manner.

· Confidence in liaising and negotiating with third parties, both client and supplier at all levels within an organisation, verbally and in written format.

· Ability to organise their own and others workload.

· Confident Self-starter used to working as a team player in a busy environment.

Desirable:

· n/a

	This job description is intended to reflect, in outline, the responsibilities of the post-holder which may change over time in line with the Corporate and local business needs of Basepoint.  It will therefore be subject to periodic review.




