Home-Start is committed to safer recruitment practice as an important part of safeguarding and protecting children and vulnerable adults


Job Description – Administrator / Volunteer Liaison Officer
 

Job Title: Administrator and Volunteer Liaison Officer
 

Employer: Home-Start Renfrewshire and Inverclyde
 

Hours of work: 30 hours/week pro rata £21,121.14
 

Responsible to: The Senior Organiser / Scheme Manager
 

Purpose of the job
· To provide operational administrative support across all functions of Home-Start Renfrewshire and Inverclyde.
· To provide relationship and administrative support to our volunteers.
Main Responsibilities:
· Be the first point of contact for all enquiries, responding to the majority and sign posting to colleagues and other organisations as necessary.
· Provide all aspects of administrative support for a small, dynamic and fast paced organisation.
· Conduct all data input as required for the purpose of the role.
· Assist in volunteer retention practices.
· Responsible for all social media administration and input.
· Support the Scheme Manager in the administration processes for funding awards.
· Support the Family Support Co-ordinators in the administration and liaison requirements with our volunteers.
· Maintain accurate records.
· Act as a minute taker at meetings as specified by the Scheme Manager.
· Administer petty cash and expenses in line with our procedures and maintain accurate financial records.
· Assist and support the Scheme Manager in all office management requirements including supplier liaisons.
· Any other duties that that required to fulfil the needs of the organisation.
 
Skills:
· Effective communicator.
· Excellent IT and writing skills.
· Strong attention to detail.
Experience:
· Administration in a work-related capacity.
· Working with volunteers.
Requirements:

· Full clean, driving licence.
· This role is subject to PVG check.
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