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ROLE DESCRIPTION

	Job Title
	About Dementia Resource and Administration Officer

	Division
	Community Services

	Department
	About Dementia


	Location
	Scotland: Blend of home and office (Edinburgh) working


	Geographical focus of role
	Scotland-wide

	Contractual Status of Role:

Permanent or fixed term
	Fixed term until 31/03/2024

	Salary:
	£22,000 - £24,000 pa, depending on experience

	Working Hours:
	35 hours per week 

	Job Title of Manager:
	Manager, About Dementia Project


	Job Titles and number of any direct reports: 
	None

	Job Purpose:
	To provide high quality information, administrative and evaluation support to the About Dementia Project.
To be the central source of information for members and partners of About Dementia.
Support the work of the About Dementia team.
To work with people living with dementia and their unpaid carers, developing good professional relationships with them and ensuring they are at the heart of About Dementia’s work.
Develop, monitor and review systems and procedures to ensure maximum organisational effectiveness.

Support the administration of Age Scotland’s dementia grant funding programs. 


	Main Responsibilities
	· To support and coordinate the administration required by About Dementia
· To support the work of the About Dementia team and contribute to achieving the projects’ aims. 
· To provide secretariat support to About Dementia forum and sub-forum meetings and other events including: 
· Arranging accessible and inclusive online and/or in person meetings and events based on current restrictions
· Providing technical support to online meetings and events via Zoom and/or Teams

· Organising appropriate travel arrangements for people affected by dementia as necessary
· Preparing and circulating paperwork in advance of meetings
· Oversee the transcription of accurate records of meetings using transcription software.

· Coordinating the production of follow up paperwork and reports including production of accurate transcripts using transcription software. 
· Attending and supporting events and meetings online/in person.
· Be the first point of contact and central source of external information for About Dementia members, partners decision makers, and other interested parties including:

· Responding to membership and other enquiries
· Monitoring and managing the About Dementia email inbox and calendar

· Supporting the collation of material for the About Dementia newsletter. 
· Enable administrative processes to support About Dementia’s policy and influencing work
· Formatting and proofing of written materials

· Dissemination of published documents

· Overseeing registrations for webinars and online events.
· Managing administration of About Dementia Grants programs

· Developing and utilizing systems and processes for applying to grants programs

· Providing administrative support to enable the fair and transparent assessment of grant applications to the highest possible standards

· Supporting the Grants and Learning Coordinators to communicate funding decisions

· Supporting the collection of evaluation and monitoring information from funded projects/groups

· To represent About Dementia and promote our work at conferences, events, meetings and with Age Scotland Member Groups.

· Act as a central resource for About Dementia data and collate information as required for various purposes, e.g. Reports, Presentation Materials, Toolkits and Statistical Information, mailing lists etc.
· Take the lead in curating and managing internal project data including input to CharityLog and OutNav
· Any other ad hoc administrative tasks as required


PERSON SPECIFICATION

	
	Essential
	Desirable

	Experience
	Significant administrative support within a specialised area.
Experience of arranging all aspects of meetings, including online meetings via Zoom & Teams.

Delivery of high-level customer service.
Producing and running management reports.

Communicating clearly with a wide range of audiences.

	Working with marginalized or underrepresented groups.
Working with or supporting people with dementia or their unpaid carers.
Experience of Zoom webinar package and organizing large meetings with diverse audiences. 
Managing & storing electronic data in line with GDPR.

	Knowledge / Skills
	Good IT skills including knowledge of Microsoft Office (Word, Excel, Power Point, Outlook, Teams), Zoom, the internet and databases and the ability to apply these skills to internal systems.

Experience of maintaining and updating databases.

Understanding of how communications and meetings can be made accessible to people living with dementia and their carers.
Good understanding of confidentiality, data protection and GDPR.

Ability to work effectively on own or as part of a team.

Good organisation and planning skills.
Ability to organise own workload and meet deadlines.

Ability to build relationships with internal and external contacts.

Highly developed written communication skills and awareness of accessible and inclusive communications styles.

Ability to work well under pressure. 

Ability to interact with a wide range of people.

Well motivated and proactive.

Excellent at problem solving and able to use own initiative.


	Familiar with Charity Log (database) or similar Management Information Systems.
Ability to develop and maintain high quality systems for the management of information and evaluation data.


	Qualifications
	By experience
	

	Additional Requirements
	An understanding of and commitment to equal opportunities.
Commitment to work alongside and support volunteers.

Willingness to work from the Edinburgh office when required (NB, travel costs from home to the office will not be reimbursed by Age Scotland.)

Employees are expected to have a suitable home work space with a good broadband connection for occasional home working.

Commitment to the aims and vision of Age Scotland and the ability to demonstrate our values (empowering, inspiring, inclusive, integrity) in your work.

This post will require some travel within Scotland and occasional overnight stays.
Employees are expected to undertake any and all other reasonable and related tasks allocated by their Line Manager.
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