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JOB TITLE:
Administrator (Membership Support) (REF: YS/AMS19)
HOURS:
17.5 hours per week (can be worked flexibly)  
SALARY SCALE:    FTE £17,133 - £19,867 

(Full Time Equivalent is for 35 hours per week)



CONTRACT:
Fixed Term to 31 March 2020


(Extension may be possible subject to funding available)
HOLIDAYS:
42 days (30 annual leave + 12 public) pro-rata. 


KEY RESPONSIBILITIES OF THE POST ARE TO:

Office Administration/Membership support 

· As a first point of contact within Youth Scotland, to deal with and respond to general enquiries from member groups and those wishing to become members

· Operate the administrative systems for Youth Scotland’s various projects and grant award schemes

· Carry out reception duties, including answering the telephone and meeting and greeting visitors

· Provide general administrative support to Youth Scotland staff in supporting member groups

· Process membership application forms from youth groups, ensure payments are kept up-to-date and keep local Area Associations informed

· Operate and maintain Youth Scotland’s in-house database (includes membership records and general mailing contacts), compile statistics, summary reports and other information as required

· Deal with incoming and outgoing mail, including opening, distributing, circulating and dispatching mail  

· To attend and take minutes at staff meetings and other meetings as required

OCCASIONAL TASKS:

· To attend conferences, training events and meetings as required 

· To undertake any other duties that may be required and which are commensurate with the post

