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JOB DESCRIPTION
	JOB TITLE


ADMINISTRATION & MONITORING OFFICER
	

	SALARY   £19,000 pro rata

	DURATION:  to 31st March 2023
(ext. subject to fundng)



Responsible to:
CEO, Connect Community Trust
Base:


Easterhouse
Hours:

16.5 hours per week
Job Summary

The Administration & Monitoring Officer will assist in the organisation, monitoring and administration of the services of our recently award ESF Employment contract with Glasgow City Council.
This post is the central point for the gathering of information and data that will monitor progress throughout the delivery of the contract.  Assisting the Personal Advisors across the city and other lead staff to monitor the effectiveness of services and activities.  

You will be an experienced administrator with excellent organisational skills and ability to report on outcomes, achievements and on targets.
1.
KEY RESPONSIBILITIES
· To collate information from Personal Advisors on client progression and outcome 
· Oversee the ESF paperwork i.e. starter forms, action plans and monitoring reports from Glasgow City Council 
· Maintain the Hanlon client management database
· To maintain a database of clients
· To administer all beneficiary payments i.e. travel/expenses
· To monitor and evaluate effectiveness of services including questionnaires and customer survey
· Produce statistical information from the collation of monitoring information from Personal Advisors
· Support the senior staff and steering group by producing timely reports for funders 
· To undertake administrative duties including word processing, report writing and maintaining a general office environment

· Ensure that all income and expenditure for the project is recorded and the necessary reports produced
· Process incoming and outgoing invoices related to the project delivery and partners 
· Ensure that the reception areas are clean, tidy and adheres to health & safety legislation

· Assist staff in the implementation of activities and services
· To undertake any other reasonable duties as delegated by Wellhouse Community Trust

