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 JOB DESCRIPTION

Post Title: 

Research and Administration Officer


Hours:

Full Time, 35 hours per week (part-time hours could be 


considered for the right applicant.)

Salary:

Grade 4 (points 19 – 22) £18,413 - £19,931


Responsible To: 
Glasgow TSI Network (GTSIN) Manager

Term:


Initial two-year appointment.

About the Post

Glasgow Third Sector Interface Network is part of Glasgow’s partnership Third Sector Interface, constructed to work specifically with Community Planning and other public sector partners.  GTSIN’s work is overseen by a committee of third sector leaders representing geographical or thematic networks.  

We are now looking to recruit an all-rounder with administration, research, communications and organisational skills to support GTSIN.  

Note that GTSIN is not a separately constituted organisation, and that legally the post-holder will be employed by GCVS. 

A full training and induction will be given to the successful candidate. 

Summary - 

Key Responsibilities

· Carry out administration for GTSIN Committee meetings, preparing and distributing agendas, minutes. etc.

· Organising meetings and events, including room booking, catering, contact with speakers, preparation of papers and dealing with registration.

· Work with GTSIN manager to review and update GTSIN membership.

· Work with the GTSIN manager to further develop the role and profile of GTSIN. This will include developing a new website, sharing the running of the GTSIN Twitter feed and similar.

· Deputise for GTSIN manager at external meetings when required. 

· Carry out desk-based research and information-gathering tasks.  The research capacity of the post may be developed and deepened over time.

· To adhere to GCVS’s policies and procedures, particularly those relating to Equal Opportunities and Health & Safety at Work

· To participate in regular supervision, annual appraisal, staff training and development programmes.

Additional Information: 

It is the nature of work at GCVS that tasks and responsibilities are in many circumstances unpredictable and varied. All employees are therefore expected to work in a flexible way when the occasion arises so those tasks, which are not specifically covered in their job description, are undertaken. These additional duties will normally be compatible with the regular type of work required by the post. If the additional responsibility or task becomes a regular or frequent part of the employee’s job it will be included in the job description in consultation with the employee.  

Health and Safety

Everyone in this organisation has a responsibility to ensure his or her own safety and that of others. Employees must report immediately to their Line Manager/ Team Leader or Supervisor any breaches of Health & Safety procedures, any accidents or safety related incidents and any unsafe acts.

Employment conditions

The following terms and conditions are typically offered to GCVS staff on fixed term and permanent contracts, and are set out here for your information only.  Terms and conditions may vary according to circumstances so a subsequent official employment contract with all terms and conditions will be provided to the appointed employee. 
· Annual leave entitlement: 25 days per annum and 28 days after 10 years’ service. 13.5 fixed public holidays.
· References will be sought from previous employers prior to appointment.
Probationary period:
3 months. During the first 3 months the contract may be terminated with 1 weeks’ notice, thereafter it will be 4 weeks.

Pension:
Contributory pension through Pension Trust 

GCVS contributes 6% salary on condition the member of staff contributes at least 4%. This can be joined on completion of three months employment.

Life Assurance:
          3 times your salary payable on death in service.

Flexi time:
GCVS operates a flexi-time system, core hours 10.00-12.00 and 14.00-16.00.  Any additional hours or evening work required will be recompensed via flexi-time. GCVS is committed to Work-Life Balance.
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