


Job Description – Administrative Assistant – Vacant
Job Title: Administrative Assistant
Department: HR and Finance
Job Type: Full Time, Permanent
Location: Abingdon 
Hours: Full-time, 35 hours per week, Monday to Friday, 9:00am – 5:00pm
Salary: £28,000 – £30,000 per annum
Pension: 5% employer contribution / 5% employee contribution based on qualifying earnings
Benefits: 25 days holiday plus usual bank holidays / Company sick pay scheme / Cycle to work scheme / Discounted legal and estate agency fees / Extra day off to celebrate your birthday / BUPA Private Medical Healthcare
Start date: ASAP
____________________________________________________________________
Slade Legal
Slade Legal is a respected and well-established high-street law firm based in Oxfordshire, offering a comprehensive range of legal services across all our offices. We are a multi-disciplinary firm providing a full range of legal services from three offices and our head office is based in Abingdon. Hodsons Estate Agents has offices based in both Abingdon and Didcot. 

About the role
We are looking for a proactive Administrative Assistant to provide administrative support and ensure the delivery of services across the organisation. This is a key support role, working closely with the management team.
This is an excellent opportunity for someone who enjoys administration and being highly organised, can liaise confidently across a range of staff, and is looking to build a career. 

Main duties
1. Administration and support
Provide full administrative support to the management team, to include
· Maintain the HR database and personnel records 
· Assist with recruitment
· Arrange training for all staff, liaise with training providers and maintain training records
· Work with the Heads of Department and agencies to arrange locum cover 
· Arrange work experience placements for students
· Assist with monthly payroll
· Inputting supplier invoices 
Compliance and quality standards 

· Assist with the administration of workplace health and safety documentation and other compliance related matters
· Attend relevant conferences and training 
· Abide by all company health and safety procedures 
· Ensure compliance with the Solicitors Regulation Authority 

Management team
· Work with the management team to onboard new starters and complete inductions
· Assist with policy and risk assessment reviews
· Attend meetings where required

Person Specification
· Previous experience in an administrative role, preferably within a professional environment
· High standards of accuracy and presentation in all work
· Strong interpersonal and organisational skills
· Ability to manage and prioritise workload independently
· Discretion and integrity when handling confidential information
· Strong working knowledge of Microsoft Office (particularly Outlook, Word, and Excel)
· Willingness and ability to work in-person in our Abingdon office, Monday to Friday

Why join us?
· Be part of a supportive and knowledgeable team with opportunities to develop your career
· Gain hands-on experience across the full employee lifecycle
· Support meaningful projects that drive efficiency, compliance, and business success



