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Dear Applicant,
Vacancy:  Administrator (HR & GDPR)
Thank you very much for your interest in working with Rape Crisis Scotland.  Please find below:
· job description
· person specification
· application form
· equal opportunities monitoring form online link 
Further information about the work we do at Rape Crisis Scotland is available from our latest annual report https://www.rapecrisisscotland.org.uk/resources/RCS-Annual-report-2019-2020.pdf  and on our website www.rapecrisisscotland.org.uk
Please note that the deadline for completed applications is 9am Monday the 4th of October  2021. Due to limited resources, we will only contact you if you have been shortlisted for interview.  All shortlisted candidates will be contacted by email by Thursday the 7th of October, and we anticipate interviews will take place on the Tuesday the 19th of October online. 
Please note that we do not accept CVs.  The full application form should be completed and emailed to recruitment@rapecrisisscotland.org.uk.  The completed equal opportunities monitoring form should be completed online at https://www.surveymonkey.co.uk/r/779TYJR 
We welcome applications from a diverse range of candidates, in particular women of colour and those underrepresented in the workforce. Please note only women need apply under Schedule 9, Part 1 of the Equality Act 2010.
We look forward to receiving your application.  In the meantime, if you have any queries which are not answered in the application pack please contact the office manager Lynne.frances@rapecrisisscotland.org.uk 
Best wishes,

Sandie Barton

Director of Operations
Background Information
The Administrator will be based within Rape Crisis Scotland. Our office base is in central Glasgow, however we are currently working mostly remotely in line with the current Government guidelines. Our new office base is set up for blended working so all of our staff team will continue to work remotely from home for much of their working week, depending on their role. Home based working will be expected as part of this role with some inoffice attendance as required by the post. 
The core admin team comprises of a full time office manager, a full time administrator and a 3 day a week finance worker. This new post will form part of the admin team and will have a key focus on ensuring the effective operation of systems within the organisation, in particular reviewing and developing best practice in HR and GDPR. 
We are a growing organisation with over 35 staff, many of whom work part time, across a wide range of projects from the national helpline, to prevention, communications, the Scottish Women’s Rights Centre and Access to Change. For our team of workers, working remotely and ensuring effective HR systems across the organisation is a key priority. We use BreatheHR, an online HR system for all staff and volunteers. Part of this role will involve working with the management team to ensure effective review and updating of HR related policy, practice and guidance. Rape Crisis Scotland also provides a range of services to the public, dealing with sensitive information across the organisation. This post will ensure best practice across evolving services, liaising with service leads to ensure GDPR compliance through remote and in person service delivery. 
This post is currently funded by the Scottish Government until the end of September 2023, in line with all core RCS funding. This post is a core member of the RCS team. 
Job Description
	Job Title
	Administrator


	Job Title:

Salary scale:

Hours:

Annual leave:

Pension Entitlement:

Responsible to:
	Administrator

AP4.1 £25,280 – AP4.4 £27,984 pro rata (£10,112-11,185)
14 hours per week Monday – Friday between 9am and 4pm. We have flexibility about when these hours can be worked, which can be discussed further at interview. 
30 days annual leave and 12 days public pro rata
An employer’s contribution of 8% is payable

Office Manager 




	Core Purpose 
of Job
	The Administrator will be responsible for the effective administration of the RCS office, with a specific focus on HR and GDPR systems:

· Reviewing, updating and implementing effective filing and online systems to facilitate the effective data storage, retention and disposal across the organisation in line with GDPR best practice

· Assist with processing requests relating to GDPR including but not limited to Subject Access Requests

· Carry out tasks specific to Data Protection Act including but not limited to Data Protection Impact Assessments, responding to and effectively recording data breaches

· Reviewing, updating and implementing effective HR practice & systems to ensure best practice in recruitment, HR related policies and the effective operating and use of our online HR system. 
· Carrying out general administrative duties as required and as capacity allows including dealing with the mail, information requests, office supplies and equipment, minute taking, recruitment processing, equalities monitoring, contact stats collation and any other requirements to ensure the smooth operation of the office and wider organisation, 
· Providing holiday/absence cover for the first point of contact for the office phone, mail and email accounts responding to enquiries from a range of stakeholders including survivors, their friends and supporters, press queries and taking police referrals 

· Assist with upkeep of office environment and ordering stationeryAssist with the upkeep of the office environment and maintenance of office equipment, facilities and stationery
· Providing administrative support to the wider RCS team as capacity allows and under direction of the Office Manager 
· Other tasks as required by the post for the effective running of the office and the organisation 




	Organisational Position
	

	
	The Administrator reports directly to the Office Manager.


	Key Outcomes 

	
	In conjunction with the office manager and admin team ensure the smooth running of the office and organisational systems
Ensure RCS policies and systems meet best practice and evolving external guidance with a focus on data protection and HR  as required. 
Provide holiday/absence cover for RCS office phone, mail and email cover during opening hours. This will involve acting as the first point of contact for survivors and professionals contacting the office for advice and support. 1:1 support for this will be provided. 
Enable the organisation to develop and maintain a culture which reflects the values of RCS and that it is a workplace where fairness, respect, good communication, engagement and wellbeing are in place and recognised as important

	
	

	
	

	
	

	
	

	
	


	Authority levels

	Financial and tangible resources
	You contribute to the research of external contracts relevant to the management of the RCS office, in particular around HR and GDPR.

	People 
	You liaise with colleagues to ensure effective communication, and handover of duties when you are on leave. There are no line management responsibilities with this post. 


	Accountability

	Freedom to act
	You will work with the Office manager to identify your work priorities in line with your job description, the needs of the organisation and within the framework of the RCS strategic plan.

The Office manager as your line manager provides you with regular  support and supervision to assist you to carry out your role. 

	Risk management
	You keep up to date with all RCS policies, relevant health and safety, HR and data protection developments, and highlight any risks and areas for development to your line manager. 

	Level of problem-solving required
	You require a good understanding of the systems required for the effective running of the organisation and ensure these are carried out and updated as needed.   


	Communication

	Subject complexity and expertise 
	You have a good working knowledge of office and administrative systems especially around HR & GDPR and can identify and improve on these for the functioning of the organisation. You have an attention to detail and ensure policies, guidance and organisational systems are effective and clear. 

	Contact inside the organisation
	You have effective communication across the organisation, ensuring colleagues are aware of and utilising the systems in place. 

	Contact outside the organisation
	You may be the first point of contact for external parties contacting the organisation, responding sensitively to a range of enquiries. You communicate clearly and effectively with survivors, Rape Crisis Centres, funders and other key stakeholders as required.


	Competencies required 

	Core Competencies
	· Able to work systematically to ensure the effective administration of the organisation and the office
· Excellent ability to communicate effectively, across the RCS team, local rape crisis centres, survivors and other stakeholders

· Able to review guidance and legislation and integrate into organisational practice. 
· Able to work on own initiative

· Competent in use of IT




Job Title:  Administrator
Person Specification

	CRITERIA


	
	ESSENTIAL
	
	DESIRABLE

	Knowledge
	E1

E2

E3
	Good working knowledge of IT packages (office 365, zoom, teams, etc)
Understanding of Data Protection compliance including the effective administration of GDPR processes

Understanding of HR processes, systems and compliance requirements

	D1


	Knowledge of issues relating to sexual violence



	Skills and

Abilities
	E4
E5
E6

	Good communication skills both written and oral

Ability to communicate effectively with a wide range of agencies and individuals

Able to organise and prioritise workload

	
	

	Experience
	E7

	Experience of working to and updating a range of office systems

	D2

D3

D4
	Experience of responding to distressed callers

Experience of handling subject access requests 

Experience of acting as the first point of contact for a range of individuals and agencies

	Other
	E8

	Commitment to equality & diversity and anti-discriminatory practice

	D5
	Commitment to working within a feminist organisation


	Applicant No:             (office use only)


Application to Rape Crisis Scotland

for the post of Administrator (HR& GDPR)
To be returned to:  
recruitment@rapecrisisscotland.org.uk
by:   



4th of October 2021 at 9am
	Section 1:  Personal details

	Surname:
	First name:



	Address:


	Tel (home):

	
	Tel (mobile):

	
	Tel (work):

May we contact you at work?  yes/no

	Postcode:
	Email address:




	Section 2: Qualifications and training

(only enter those qualifications and/or training necessary or relevant to the job)

	Qualification and/or training


	Subject
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Section 3:  Present employer



	Name & address of employer:


	Date commenced employment:



	Job title:


	Notice required:
	Current salary:



	Brief description of your main duties and responsibilities, with an emphasis, where possible, on those areas most relevant to the job applied for:



	Section 4:  Previous employment (list in order, with most recent employer first)



	Please list all your previous employment, detailing any gaps between employments with reasons (continue on a separate sheet if necessary).

	Dates
	Name and address of employer
	Job title and nature of work
	Reason for leaving

	From

DD/MM/YY
	To

DD/MM/YY
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Section 5:  Relevant skills, experience and abilities



	 With reference to the job description and person specification, please outline how your work experience (including unpaid work) training, knowledge, skills and abilities would enable you to carry out the duties of this post.  Please include any information which you feel is relevant. Your invitation to interview will be based on anonymised scoring of the information given in this application so please be explicit and give examples from your own practice where helpful, eg it is not enough to say I know about x, please explain what you know and how you’ve learned it or put it into practice.  


	E1 Good working knowledge of IT packages (office 365, zoom, teams, etc)



	E2 Understanding of Data Protection compliance including the effective administration of GDPR processes



	E3 Understanding of HR processes, systems and compliance requirements



	E4 Good communication skills both written and oral



	E5 Ability to communicate effectively with a wide range of agencies and individuals



	E6 Able to organise and prioritise workload 


	E7 Experience of working to and updating a range of office systems



	E8 Commitment to equality & diversity and anti-discriminatory practice


	D1 Knowledge of issues relating to sexual violence



	D2 Experience of responding to distressed callers


	D3 Experience of handling subject access requests 



	D4 Experience of acting as the first point of contact for a range of individuals and agencies



	D5 Commitment to working within a feminist organisation



	Section 6:  References



	Rape Crisis Scotland requires a minimum of 2 employment references to cover a three year period – if necessary, please provide further referees covering the last 3 years.

	Reference 1:  Current / most recent employer



	Name:
	Position:
	Tel no:

	Company name:


	Address:

Email



	May we, with discretion, contact your employer to discuss this reference:

Yes/no
	

	Reference 2:  Previous employer / supervisor



	Name:
	Position:
	Tel no:

	Company name:


	Address:

Email

	
	

	Reference 3:  Previous employer / supervisor



	Name:
	Position:
	Tel no:

	Company name:


	Address:

Email

	
	


	Section 7:  Declaration



	I certify that all the information contained in this form and any attachments is true and correct to the best of my knowledge.  I am aware that all offers of employment are subject to satisfactory references, a PVG check and are subject to confirmation of UK working entitlement. This post is for women only under Schedule 9, Part 1 of the Equality Act 2010.
I realise that false information or omissions may lead to dismissal without notice.

Signature:  …………………………………………………………………………………(electronic signature is acceptable)
Date:         ………………………………………………….



Privacy Notice

Rape Crisis Scotland is aware of its obligations under the General Data Protection Regulation (GDPR) and is committed to processing your data securely and transparently in line with our data protection policy. Please see the online privacy notice for further information. https://www.rapecrisisscotland.org.uk/privacy/ 

