[image: image1.jpg]CANONGATE
YOUTH





Job Description 

Job Title: 

Administrator

Responsible to: 
Strategic Implementation Manager

Time requirement:
25 hours a week to be worked flexibly (preferably 5 hours a day, Mon-Fri but this can be arranged with applicants)

Salary: 
£19,300 pro rata 
Background:
Fixed term contract until March 2020 with potential for extension depending on funding
Location:
Edinburgh City Centre
PURPOSE OF THE JOB
To provide administrative, financial and clerical support to the staff and Board of Directors of the organisation.
The post holder will be responsible for day to day duties such as reception, filing, taking post and delivery, taking minutes at meetings, paying and raising invoices, taking and co-ordinating room bookings, reconciling petty cash, dealing with contracts for equipment such as photocopiers and phones, ensuring our insurance is up to date for buildings and transport and answering email queries.
They will provide administrative support to the Senior Management Team including the Operational Manager, Children and Young People’s Programme Manager and the Strategic Implementation Manager. They will be line managed by the Strategic Implementation Manager, and be ultimately responsible to the Board of Directors.

PRINCIPLE DUTIES
Main responsibilities  
Particular responsibilities for the post holder will be negotiated with the Strategic Implementation Officer but will include:

Services
· To act as a reception point for children, young people, parents/carers and stakeholders

· To answer phone and email enquiries
· To ensure that our stationary and resources are replenished 
Reputation
· To maintain good relationships with external stakeholders

· To maintain good relationships with children, young people and volunteers using our service
Funding

· To provide support in preparing funding applications through proof reading and editing
· To manage our room bookings for external agencies and groups

Management
· To supervise any Clerical staff/ Caretaker/ Cleaner/out-sourced services etc.
· To administer the recruitment and selection of staff and volunteers
· To carry out PVG checks

Budget responsibility

· To maintain budget lines around equipment, buildings and infrastructure

· To safely handle, receive and log all petty cash payments
Buildings and Infrastructure
· To keep all financial records up to date, including payment of invoices, maintaining files of receipts, bank statements etc.
· To ensure our buildings and equipment are safe and fit for purpose

· To maintain information databases.

· To liaise with all service providers e.g.  IT, power, telephones, insurance and licensing
Governance

· To prepare financial information for the bookkeeper, and to ensure co-operation with the Treasurer of the Board of Directors.  
· To act as a minute secretary to the Board of Directors at monthly meetings.

· To ensure our legislative requirements are fulfilled in terms of annual accounts, reporting to OSCR and GDPR
Person Specification

Office manager 
	Criteria


	Essential
	Desirable

	Relevant Experience

· 2 years experience in administrative role.
· Experience of raising and paying invoices
· ICT skills 
· Knowledge of working in a direct service provider

· Experience of reception duties

· Experience of working with third party contractors- equipment engineers, IT companies, cleaning companies etc
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	Skills & Abilities
· Good communication skills and ability to work on own initiative.
· Must be able to work well as part of a team.
· Organisational skills- maintaining databases and managing office equipment

· Ability to manage competing priorities
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	Knowledge
· Knowledge of the children and young people’s sector

· Knowledge of the charity sector

· Understanding of equalities, diversity and impact of poverty on children and young people

· A holistic approach to working with children and young people

· Knowledge of GDPR requirements
	E
	D
D

D

D

D


PAGE  

[image: image1.jpg]