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JOB PROFILE:  Office Administrator
	INCUMBENT’S NAME
	

	JOB TITLE
	Office Administrator (part time – approx. 19 hours per week)

	BUSINESS UNIT
	Rayner Surgical Inc.

	LOCATION
	New York (Centre)

	REPORTS TO
	Director of North America

	OBJECTIVES

PURPOSE OF JOB
	The role holder will be responsible for providing high quality and timely administrative support to the Sales and Marketing functions and potentially to Regulatory and Research team as the business grows. The role holder will also be responsible for carrying out Personal Assistant duties where necessary to the North America Director.

This will be a busy and demanding role and you will be joining the dynamic, in start-up, subsidiary of a profitable UK firm with ambitious growth potential. The right candidate will have an excellent opportunity to make a positive impact as the business continues to grow.



	KEY ACTIVITIES

RESPONSIBILITIES


	· Provide a full administrative service to the New York office including the organisation of in-house and off-site meetings, taking calls, attendance and minute taking at meetings when required and filing (digital and paper) of marketing documents, commercial contracts and sales field reports

· Act as a Personal Assistant including diary management, organising travel and other tasks as required

· Inter-department communication and diary co-ordination

· Manage purchase requests, purchase order administration and budget tracking, in liaison with Finance, to provide monthly updates to marketing team

· Book flights and hotels for the marketing and sales teams

· Assist with the research and preparation of exhibition and events management 

· Oversee literature and give-aways including stock levels, deliveries, proof reading and contributing ideas for new campaigns and supporting literature

· Contribute  to preparation of sales reports



CANDIDATE PROFILE: 
	QUALIFICATIONS/ TRAINING
	· Bachelors degree preferred


	EXPERIENCE


	· 2- 3 years strong, demonstrable experience as an Administrator/Office Manager is essential
· Experience providing administrative support to a dynamic team

· Experience in sales/marketing administration is desirable



	COMPETENCIES


	· Excellent communication skills

· Team player

· Flexible approach to workload

· Able to operate in a rapidly changing environment and to  balance multiple priorities simultaneously

· Attention to detail

· Competent user of Excel, Word and Outlook




Rayner is an Equal Opportunities Employer
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