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Fife Carers Centre

JOB DESCRIPTION – OFFICE ADMINISTRATOR
Scottish Charity Number: SC029466
Company Number: 282309

Post Title:


Office Administrator
Part time post:  

28 hours per week
Annual Leave:

20 days plus 12 public holidays (pro rata)
Responsible to:

Centre Manager
Line Managed by:

Centre Manager 

Salary: 

          £16848
Location: 
Based at the Fife Carers Centre, 157 Commercial Street, Kirkcaldy, KY1 2NS and working from home where appropriate, but with occasional travel throughout the local authority and beyond as needed.
“A carer is a person who, without payment, helps and supports a relative, child, neighbour or friend who could not manage without their help due to age, frailty, addiction, disability or illness”
JOB PURPOSE
The Office Administrator of Fife Carers Centre will be responsible to the Centre Manager through day-to-day reporting and regular supervision, and will be expected to:

· Accept the stated aims and objectives of the Fife Carers Centre:
· Undertake responsibility for the Centre’s administrative and clerical  requirements on a day-to-day basis and ensure there are efficient systems for the monitoring, maintenance and processing of all financial transactions:
· Assist in the collecting, collating and dissemination of statistical information on a range of carers issues, as determined by the Centre Manager:
· Financial and statistical reporting as determined by the Centre Manager and Board:
· Carry out telephone and reception duties as required, and to represent the Centre in the absence of other staff:
· Provide administrative support to the Centre Manager and the Board of Directors.

CORE TASKS
· Collation of data for accounts processing and day to day book-keeping and processing onto the Sage accounts system including analysis of data input by department.  Preparation of bank and cash reconciliations.
· Liaise with all third-party accounting providers during the preparation of quarterly management accounts and annual statutory accounts ensuring that all statutory obligations are met with regard to lodging accounts etc.

· Liaise with all third-party professional fund raisers providing information and statistics as required including reporting to the board on success rates and sources of funds. Assist in the preparation of project funding applications and requests for donations and support – restricted and non restricted.
· Controlling the payment of wages, salaries and pension payments including liaising with any external third-party payroll bureau.  Maintaining staff records for pension, sickness, holidays and travel expenses.  Input of all payroll costs onto the Sage accounts system including analysis of data input by department.
· Assisting the Treasurer of the Centre to prepare annual budgets.
· Creation of standardised processes and procedures
· As delegated by the Board of Directors, assist the Centre Manager in ensuring that the work of the Board is supported, including for example:

· convening meetings;

· dealing with general correspondence;
· dealing with correspondence and liaising with professional fund raisers
· preparing agendas for meetings (in consultation with the Chair);

· ensuring information is available to Board Members;

· ensuring compliance with statutory bodies including Companies House and the Office of the Scottish Charity Regulator;

· taking minutes at Board meetings (6 weekly evening meetings)
· Ensure that appropriate staffing policies are maintained and followed;

· Maintain all staff records including time sheets, holiday entitlement, sickness records, travel records etc.;

· Keep office systems up-to-date, including maintaining lease agreements, maintenance contracts and insurance policies;

· Ensure telephone and IT systems are properly maintained and that all office equipment is kept in full working order;

· Ensure that the Centre meets all health and safety requirements, and to delegate aspects of these requirements as appropriate, 

· Line manage reception and ancillary staff, ensuring regular supervision and appropriate delegation of duties for example:
· health and safety requirements including fire safety, first aid duties, information and consultation;

· ensuring that stocks of stationery and any other office requirements are maintained;

· ensuring that practical arrangements for meetings/events/room hire etc. are in place, including provisions where required.
QUALITY ASSURANCE

The Office Administrator has shared responsibility to work to strict quality assurance guidelines, assisting Fife Carers Centre with the continuous development of quality standards and with the implementation of appropriate quality action plans.

GENERAL RESPONSIBILITIES

The Office Administrator:
· Will be expected to work as part of an integrated team, attending team meetings;

· Will be committed to a programme of personal and professional development in discussion with the Centre Manager;

· Will be required to work within the Centre’s policies on confidentiality, health and safety and equal opportunities;

· Will work within the core values and operational procedures as defined in the Centre Handbook and the Staff Handbook;

· Will be expected to carry out minor and non-recurring duties as arise from time to time, and to help cover Centre duties as part of the team.
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