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Midlothian Voluntary Action Administrative Officer

	SALARY	
	£18,370 pro rata


	HOURS OF WORK
	16 hours per week , Monday to Thursday mornings. Very occasional evening work.


	ANNUAL LEAVE
	25 days paid leave plus 10 Public Holidays


	PENSION
	MVA operates a Contributory Pension Scheme


	LOCATION
	This post is office-based. The post holder would be located in MVA’s offices at 4/6 White Hart Street, Dalkeith


	RESPONSIBLE TO
	The Chief Officer of Midlothian Voluntary Action.   Line Management will be provided by the Chief Officer, MVA.  The post holder’s employer is the Board of MVA.


	 

PURPOSE OF JOB	
To provide finance and administrative support to the staff at MVA and to oversee the running of the MVA office. 

DUTIES

Finance and Monitoring
· Management of banking and petty cash procedures.
· Liaising with payroll service.
· Creating and reconciling invoices.
· Financial Record Keeping and provision of financial reports as required.
· Payment of invoices, including grants to other organisations.
· Develop and maintain mailing lists and distribute mailshots. 
· Assist in the distribution of the newsletter and e-bulletins.
· Minute-taking as required.
· Coordinate monitoring returns to funders.
· Providing administrative support to MVA staff members as required, and some limited support to the wider TSI.

Office
· Provide a reception service for visitors to the Centre, answering telephones, processing mail, and ensuring any outgoing mail is taken to Post Office
· Ensure the efficient running of the office by maintaining office supplies, equipment, and stationery; day to day facilities management; co-ordinating external lets; setting up/clearing away meeting rooms, kitchen; etc. 
· Maintaining the office meeting room including taking bookings, setting up the room, providing tea and coffees, keeping office tidy.
· Be responsible for the day-to-day health and safety of the Centre by taking on the role of fire warden and first aid appointed person, ensuring records are kept up to date, and that any new members of staff, volunteers or visitors to the Centre are made aware of any health and safety requirements
· Provide support to office volunteers and individuals on work placements.
· Organise the routine maintenance of security alarm, front door entry system, Portable Appliance Testing, water heater and cooler
· Ensure COVID-19 Risk Assessment is followed by visitors to the office.
· Disposal of confidential waste
· Liaison with office cleaner.


Other
· Undertake any other duties relevant to the post, as reasonably required from time to time by your line manager


Training will be provided on first aid, fire safety, public protection, using Xero and other relevant issues.


Skills and experience required for this post

	
	Essential
	Desirable

	Practical
	
	

	[bookmark: _Hlk517362083]Previous experience of working in an office-based admin role 
	
	

	Proficient in the use of Microsoft 365 (Excel, Word, Forms,)
	
	

	Previous experience of using financial management software such as Sage, Quickbooks or Xero
	
	

	Wider digital skills e.g. social media
	
	

	Previous experience of using a database 
	
	

	Approach to the Work
	
	

	Excellent communication skills, the ability to communicate messages to a whole range of people, and the ability to deal with enquiries in a professional manner
	
	

	Ability to use own initiative and organise own work in consultation with line manager
	
	

	A flexible approach with the ability to prioritise competing workloads 
	
	

	Ability to develop and maintain effective working relationships
	
	

	Understanding of and a sensitive approach towards service users and volunteers
	
	

	Understanding of the voluntary sector 
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