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Administrator

2 days a week equivalent, pro rata £23,000




2 year contract in the first instance
Job Description

Reports to:
Director 
Liaises with:
Director

Job Purpose:

To support the Director in all areas of activity involved with managing and monitoring staff, Board, venue, policies, quality assurance and stakeholders.  This is a responsible position updating monitoring systems where required; monitoring the smooth running of the organisation; bringing issues and schedules to the attention of the director and relevant staff; liaising directly with suppliers, stakeholders and others where possible.

This post requires flexibility in hours, for instance to be able to attend evening Board meetings.
Responsibilities:
· Overseeing the staff meeting process and minuting staff meetings 

· Overseeing the Board meeting process and circulation of documents and minuting Board meetings

· Overseeing recruitment processes and advert submission for staff and trustees

· Scheduling the staff supervision meetings, and minuting meetings 

· Scheduling the annual appraisal meetings and drawing up agreed minutes

· Monitoring training requirements and requests, researching training opportunities, collecting training offers, and completing the training log

· Monitoring relations with the Learning Together programme venue

· Monitoring relations with the Trident Business Centre regarding new updates and directives, and informing the relevant staff members

· Monitoring/scheduling the PQASSO Quality Assurance review meetings, and attending and minuting meetings

· Monitoring which CDC policies & Action Plans are up to date, including Diversity Action Plan, Child Protection & CRB requirements, and where new policies may need to developed, researching relevant policy templates, and scheduling meetings if need be

· Monitoring & supporting the schedule of Evaluation collection for all programmes, and collating the statistics, from programme officers, for quarterly reports and statistical reporting to the Board

· Monitoring the various annual submission schedules and processes, to ACE, Wandsworth, Charities Commission, Companies House

· Liaising with the fundraiser in monitoring ACE & funder requirements 

· Overseeing annual leave forms and process

· Overseeing office orderliness, office cleaning, monitoring the IT and Xerox situation and any schedules, stationary requirements etc

· Acting as general PA to the Director at times, including maintaining filing systems, keeping the director’s diary etc

Person Specification

Essential:

· Two years experience of PA to a senior manager

· Excellent written and verbal communication skills 

· Excellent organisational and multi-tasking skills 

· Experience of working as part of a team

· Commitment to organisation’s values and work

· Ability to work evenings for Board meetings as required

· Excellent IT skills, including experience of database, spreadsheet and general

office applications

Desirable:

· Knowledge of the education, literacy and literature sectors

Child Protection

A CRB certificate is required for this post
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