Home-Start is committed to safer recruitment practice as an important part of safeguarding and protecting children and vulnerable adults


Job Description – Operational Administrator 
 

Employer: Home-Start Glasgow South 
Hours of work: 15 hours per week (afternoons)
Salary: £18,200 - £19,500 pro rata
 

Responsible to: Assistant Director
 

Purpose of the job
· To provide administrative support to the employees of Home-Start Glasgow South
· To ensure the efficient administration of the Home-Start Glasgow South office

Main Responsibilities
· General office duties including reception, database management, photocopying, diary management, filing and mailing etc.
· Responsible for the management of all Charity Log information.
· Inputting family and volunteer data to the Home-Start monitoring and evaluation online system.
· Distribute agendas and take minutes for team meetings.

· Maintenance and timeous submission of statutory and other records including OSCR, Companies House and the Charity Commission.
· Ensure good communication with all scheme stakeholders, ensuring good practice in equality, diversity and fairness.
· Provide administrative support to assist in the recruitment and support of volunteers.
· Assist the Team to maintain efficient, accurate and confidential records, including statistics collection and collation. 
· Work with all members of the team to ensure good safeguarding practice in all aspects of the scheme’s work.
· Assist with hospitality for visitors to the office.

· Prepare materials for training and set up training room. 
· Organise all events, trips and meetings as required. 
· Support Finance Administrator when required.
· Maintain supplies of stationery and office sundries.

Facilities and Property Management

· Ensure ancillary services e.g. catering, cleaning, hiring of rooms are monitored and managed effectively.

· Organise and book staff and volunteer training

· Organise and manage trips and events

This job description reflects the major tasks to be carried out by the post holder and identifies the level of responsibility at which they will be required to work. The post holder may be required to undertake any other duties that fall within the nature of the role and responsibilities of the post as detailed above.

There may be occasional evening and weekend work.
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