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ROLE DESCRIPTION 

	Job Title:
	Resource & Administration Officer


	Division Name:
	Community Services 


	Team Name:
	Community Development


	Geographical Focus of Role
	National


	Location:
	Edinburgh (Causewayside House) and home working (blended working)



	Contractual Status of Role:

Permanent or fixed term
	Permanent

	Job Title of Line Manager:
	Community Development Manager

	Job Titles and number of any direct reports 
	None



	Contracted Hours
	35 hours per week



	Salary
	£22,000 - £24,000 pa (depending on experience)


	Job Purpose:
	· To support the work of the Community Development team, providing high quality information and administration.
· To be a central source of information and support to Age Scotland members, developing good professional relationships with members and ensuring that they are at the heart of Age Scotland’s work.
· To support the administration of Community Development events and the Community Grants Programme.
· To develop, monitor and review systems and procedures to ensure maximum organisational effectiveness.


	Main Responsibilities/Deliverables
	· Support the work of the Community Development team.
· Co-ordinate the administration required by the Community Development team and contribute to achieving the team’s aims.
· Provide administrative support for a programme of regional networking meetings and events, the national conference and AGM: 

· Arranging accessible and inclusive meetings and events;
· Organising appropriate travel arrangements and overnight accommodation;
· Preparing and circulating paperwork in advance of meetings;
· Coordinating the production of follow up paperwork and reports;
· Attending and supporting events and meetings.
· Take the lead in processing membership and grant applications and ensure that membership and grant data held on Charity Log and other information resources is up to date and accurate.
· Represent Age Scotland and promote the charity’s work at conferences, events, meetings and with Age Scotland members.
· Support information exchange with interested parties including:
· Responding to membership and other enquiries;
· Preparing and distributing bi-monthly Community Development team newsletters;
· Co-ordinating the Community Development team’s social media presence and pages on the Age Scotland Website.

· Act as a central resource for Community Development team data and collate information as required for various purposes including reports, presentation materials and resource guides.
· Any other ad hoc administrative tasks as required.



PERSON SPECIFICATION

	
	Essential
	Desirable

	Experience
	Significant administrative support within a specialised area

Substantial experience of arranging meetings and events

Delivery of high-level customer service 

Curating of internal data and producing and running management reports 

Communicating clearly with a wide range of audiences
	

	Knowledge / Skills
	Knowledge of Microsoft Office (Word, Excel, Power Point, Outlook), Teams/Zoom, the 
internet.

Experience of maintaining and updating databases
Ability to work with team colleagues in a manner consistent with the values of the organisation and highest levels of empathy with the mission of the Charity

Good organisation and planning skills

Ability to organise own workload

Ability to build relationships with internal and external contacts


	Familiar with Charity Log (database) or similar Management Information Systems
Experience of on-line conferencing platforms

Ability to develop and maintain high quality systems for the management of information and data reporting 

Awareness and understanding of social media platforms such as Twitter and Facebook



	Additional Requirements
	Flexibility, integrity and an understanding of confidentiality.

Adaptable with the ability to react to urgent matters as they arise.

An understanding of and commitment to equal opportunities.
Commitment to working alongside and supporting 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 those values 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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