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@ the Heart of Adoption-Connecting People Worldwide

Birthlink offers a range of services for people separated by adoption, and for adoptive parents.  These include tracing people, go-between, information on accessing birth records, after adoption information line and help for people who have been in care. 

Post: 

Senior Administrator for Birthlink and Future Pathways Care Connect Project

Responsible to:
Office & Business Manager 
· Support/liaison to Office & Business Manager which will include:
· Financial queries and liaising with Bookkeeper ensuring all data has been inputted/balanced to necessary spreadsheets/financial queries
· Future Pathways – invoicing & Monitoring reports
· Check Admin & Shop staff timesheets including TOIL accrued/used, Annual leave amendments,   calculate sessional quarterly pro rata hours for payment, sending payroll information to current provider, checking of payroll report, liaising for any payroll queries, changes, arrestment’s etc 
· Liaison for Bank of Scotland issues, including Merchant Card reader, mandates etc

· Preparation of contracts for all staff/maintaining contacts database/A/L  spreadsheets  

· Organising events – fundraiser etc 

· Liaising with Thrift shop Manager, assisting with any problems either staffing or maintenance/clerical/complaints, references for new Volunteers, follow up paperwork
· HR issues, assisting staff with any queries 
· CEC, dealing with rates, building maintenance, trade waste 
· Dealing with incoming sales calls regarding office equipment, IT, etc 
· Dealing with IT issues, reporting any major faults with IT Support provider, Change back up tape in server daily, responsible for holding the tapes off the premises in case of major disaster
· Contracts, Maintenance and fault reporting for Copier/telephones, provide monthly readings for copier. 
· Office Maintenance- Castle Street & both Thrift shops- liaising with  roofers, electricians, plumbers, utility companies, locksmiths, PAT testing, other contractors when required
· Liaising with residents at Castle Street with any issues/shared repairs/costs
· National Library for ER checks
· Statistics- compiling monthly statistics & feeding into various spreadsheets
· Annual ACR statistics
· Liaising with Searchers to give/receive/scan Search requests, then pass to relative SW, record time spent on searches, collate total time spent in pre-ceding 6 months for bi-annual meetings/ creating Family Trees from Ancestry software/prepare quarterly rota’s

· Liaising with Board members, passing on relative information 

· Quarterly checks  for training opportunities for staff 

· Monthly updating of SW allocation sheets

· Completion of Police Disclosure applications, liaising with Volunteer Scotland
· Overall support to all staff
· Maintaining BL website & ACR website

· MyDonate, implemented and prepared new procedures, create/check reports weekly, update internal financial/donators  spreadsheets ,ACT

· H & S regular checks of fire/smoke/carbon monoxide/quarterly review with Office staff re fire extinguishers & Fire drills

· H & S review check- Office & both Shops that Overall Manager will carry out regularly, ensuring diary notes have been taken for renewal & passing the information to the Overall Manager 

· Trade waste
· Ordering supplies for Office
Additional Admin tasks:
· Opening the office/unset the alarm
· Maintain the mailbox email
· Liaising with other Agencies for record checks
· Answering and dealing with incoming telephone calls, mostly of a very sensitive nature 
· Greeting visitors to the office 
· Entering new referrals onto the ACT database
· Recording and processing incoming and outgoing mail, ensuring sufficient stamps are available
· Minute taking at team and staff meetings.
· Recording and processing incoming payments, including making card transactions
· Recording and processing outgoing payments
· Recording and processing thrift shop sales receipts 

· Recording and processing petty cash expenditure
· Weekly Banking 
· Processing standing order requests
· Processing gift aid declarations
· Update & supervise the Maintenance of the Members database, sending annual subscription reminders and packs, and processing these on their return.  
· Update & supervise the Maintenance of the Friends database, sending annual update and processing responses and donations.
· Updating the Donors annual list 
· ACR- inputting of registrations, liaising with SW to enable responses to be sent to clients, dealing with any changes to service users details, inputting of SAR details from LA

· General typing

· Ordering stationery
· Filing
· Photocopying
· Shredding
Future Pathways

· In liaison with O & B Manager responsible for incoming FP referrals. 

· Liaising with the FP Admin co-ordinator if need be. 

· Preparation of creating of new files, sending of introductory letter  with enclosures

· Ensuring diary notes taken to follow up with letters 2 & 3.

· Recording any notes in the FP clients file to ensure time is charged

· Any expenses involved with the client copies to be retained in the files for re-charging
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