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ROLE:  Administrator 
SALARY:  £21,874 - £27,000 per annum (pro-rata) commensurate with experience 
HOURS OF WORK: Full time (35 hours a week) 
However - we will consider applications from candidates seeking to work upwards of 21 hours per week provided that when appointed the days and hours will work in tandem with the rest of the Administration Team to provide full time cover of all administrative duties 
OFFICE HOURS Mon to Fri 9 to 5. Administrative support for delivery of outreach services can be outwith contractual office hours. Flexible working and TOIL are available, based on business need.
DURATION:  Initially the post is for an eighteen-month fixed term with funding being sought to extend/make permanent
LOCATION : Edinburgh (although at present homeworking) 
[bookmark: _GoBack]We require one administrator to work in our Edinburgh office with occasional travel to our other offices or other locations as business needs require. 

About Clan Childlaw
Clan Childlaw is Scotland's law centre for children and young people. Clan Childlaw is a team and everything that everyone at Clan Childlaw does to deliver our services and keep things running - from answering the phone to organising a training event, publishing information on our website, running our projects, working on a funding application, representing a child in a Childrens Hearing or responding to a Scottish Government consultation - all helps to protect and strengthen children’s rights and improve their lives.  
What We Do 
· We are lawyers for children and young people representing children and young people in court, at Children’s Hearings, and in important meetings working to protect their rights and make sure their voices are heard. 
· We offer training and resources and a legal helpline to make the law easier to navigate for people who support and advocate for children and young people. 
· We use our knowledge of the law, and experience as practising lawyers for children and young people, to ask decision makers and lawmakers to change the law and the way the law is used to make sure that children and young people's rights are a reality in Scotland. 
Our Values
· Child-Centred: Children and young people are at the heart of everything we do. 
· Accessible:  We make sure our services are accessible to children and young people  
· Professional: Our lawyers carry out legal work for our clients to high professional standards. 
· Practice Based: All our work is guided by our experience as lawyers working with children and young people. 

JOB DESCRIPTION:

The Administrator’s role is to work as part of a team to provide a broad range of administrative duties within Clan Childlaw continually seeking opportunities to ensure that the organisation runs effectively and efficiently and to reduce administrative burden on the rest of team, to support our work to protect and strengthen children’s rights and improve their lives.  
Membership of the PVG Scheme is essential for this role and the successful candidate will be required to apply for the scheme and produce an acceptable PVG Scheme Record.

JOB DUTIES:

Office Administration

· Act as first point of contact for incoming enquiries received by phone, email, website and social media and instant messaging, and ensure appropriate information is passed to staff or contacts are signposted to other organisations. 
· Handle confidential information in accordance with Clan Childlaw’s confidentiality policies 
· Provide general administrative support, including mail collection and posting, word processing, photocopying, email forwarding and response, diary management, meeting organisation and travel booking.
· Become an expert in Clan’s case management system including ensuring the input and collection of quantitative and qualitative data is up to date, extracting data, running reports, training staff, and problem-solving issues with system raised by solicitors and other team members. 
· Ensure duties assigned by the case management system to the administrator are carried out in a timely and efficient manner.
· Coordinate and supervise admin team to function as a point of contact for lawyers on outreach to resolve any issues, provide help and guidance, and ensure their safety. 
· Assist with effective monitoring and evaluation of the services and reporting to funders.
· Ensure the smooth running of the Glasgow/Edinburgh office making it a productive work environment for everyone who works at Clan Childlaw. Supervise the maintenance, arrangement, and housekeeping of office areas office supplies and furniture, office equipment. Act as contact with landlords and other tenants etc. Negotiate the purchase of office supplies and furniture, ICT, office equipment, etc., for the entire staff in accordance with company purchasing policies and budgetary restrictions. 
· Act as staff Health and Safety representative for the Edinburgh/Glasgow office.
· Manage home working – develop, implement, and supervise systems and processes for distributed/hybrid working. 
· Coordinate and liaise with ICT support and lead on problem-solving IT and communication-related issues so that entire staff can use ICT effectively and securely to fulfil working responsibilities
· Support team members with organising events and training as required.
· Lead on Data Protection within the organisation ensuring compliance with legislative requirements.
· Advance the aims and objectives of Clan Childlaw, represent Clan Childlaw at public forums, and assist with the publicity and promotion of the organisation.


Financial Administration

· Ensure Payroll -related payments are made accurately and within deadline. 
· Ensure supplier invoices and expenses received are correctly processed and related payments are made within deadlines.  
· Raise invoices for grant payments and training invoices including maintaining good credit control.  
· Maintain grant tracker and ensure that grant payments are received on a timely basis. Provide support for reporting and grant related documentation
· Ensure proper coding, tracking and filing of all expense and income documentation. 
· Ensure payments made and invoices received related to Scottish Legal Aid Board and other legal work are processed accurately and efficiently.
· Work with Legal administration and Finance personnel to help manage documentation and records to support financial reporting.
· Work with Bookkeeper on month end tasks including resolving any reconciliation issues related to invoices and banking,
· Assist in completion of annual financial reports and/or audits.    
· Purchase office-related equipment to ensure day-to-day operation of the offices.


REQUIREMENTS - you must be someone with:

· a commitment to the work of Clan Childlaw, recognising the critical part you play in working to improve the lives of children and young people.
· strong motivation to resolve problems and help others achieve outcomes.
· three years’ experience working in an administrative role. Experience working in the charitable sector or with children and young people is desirable but not a requirement.
· demonstrated experience coordinating the work activities, resources, equipment and information of a project, service or organisation on a day-to-day basis, and organising meetings, training, events and outreach work.
· demonstrated experience with basic financial administration.
· experience using your own initiative to make decisions about workload, priorities, and meeting deadlines. You must be flexible with the ability to turn your hand to any jobs and types of work as required. 
· a Higher Level or equivalent, or with an HNC in a relevant discipline, or equivalent experience.
· experience using Word, Excel and Powerpoint, diary and email systems, who can set-up and maintain data recording and information management systems, spreadsheets and administrative systems and procedures for the project.
· excellent written communication skills.
· experience working in a role where you regularly communicate with people and professionals from diverse backgrounds in a warm, patient, and sensitive way.
· experience dealing with sensitive and confidential information and GDPR compliance.


To submit an application, please fill out and submit the application and Equal Opportunities form found at https://www.clanchildlaw.org/vacancies and send to admin@clanchildlaw.org
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