





JOB DESCRIPTION –  Admin Worker x 2 – THE GIVIT
Organisation:             Regen:fx Youth Trust
Location:	        Bases Larkhall/Cambuslang/Rutherglen/Hamilton/EK/Clydesdale
Hours:		        17.5hrs (including evenings and weekends)
Salary:		        £19, 619 pro rata
[bookmark: _GoBack]Term: 		        Fixed Term 2.8yrs (potential further 2 years) 
Posted: 	        	        27 June 2022


	GENERAL

	Role
	Admin Worker – The GIVIT 


	Purpose
	The GIVIT is a brand new 7 day a week service for young people (13 – 25yrs) who are affected by alcohol and substance use.  

The Admin Worker will provide the necessary admin and reception duties required to ensure the smooth running of the GIVIT service.  You will collaborate directly with colleagues and volunteers in a recovery and caring environment, providing administrative support where required. 

The post will require you working some irregular hours.


	Reporting to
	Youth Recovery Co-ordinator


	Liaising with
	Project Manager, Youth Navigators, partners, wider Regenfx staff team, volunteers, sessional workers, young people, and external bodies.




	KEY AIMS AND RESPONSIBILITIES

	Key Aims 
	· Assist in establishing & maintaining office systems. 
· Assist in reviewing & maintaining office procedures.  
· Assist in arranging office supplies & general office maintenance. 
· Ensure the smooth running of the daily tasks of the project 
· Data collection and presenting data to Line Manager 
· Ensuring activities are booked in  
· Co-ordinating a booking system 
· Assisting Project Manager to implement Covid guidelines 
· Provide administrative and organisational support to a high standard. 


	Key Responsibilities
	· Assist in establishing and maintaining admin systems to support the office, as required.  
· Emails, word processing/typing, photocopying & distribution of memos, letters, reports, etc 
· Maintain diaries and arrange appointments and meetings, as appropriate. 
· Assist in arranging travel & accommodation when necessary. 
· Ensure that mail and messages are dealt with timeously. 
· Co-ordination of training activity as required. 
· Ensure social media accounts are updated and accurate. 
· Provide administrative support to staff and volunteers 
· Maintain effective records of all service users and visitors to the GIVIT as appropriate.  
· Provide administrative support for the team and the wider programme as and when required. 
· Organise team, steering group and other meetings as requested: prepare agendas, circulate papers, take minutes and ensure action points are taken forward. 
· Manage project emails including monitoring the team mailbox.
· Provide support on the upkeep of key documentation and templates. 
· Undertake any other tasks as required to fulfil the service delivery.

	Additional Responsibilities

	· Assist in the processing of petty cash 
· Maintain records for project in the form required by the organisation 
· Assist with recruitment processes as agreed. 
· Help with various personnel issues as may be required. 

You may be required to work between several offices in South Lanarkshire particularly to cover for absenteeism, organised events, or annual leave.  A weekly schedule will be developed for the office which may require, with notice given, evening and or weekend hours to be worked. 




	JOB AND PERSON SPECIFICATION

	Essential knowledge and experience 
	Qualifications
· A relevant qualification in Administration or at least 2yrs evidenced experience in working in a similar discipline/environment. 
· Experience of dealing directly with volunteers, vulnerable groups and Community organisations would be an advantage. 
· Experience of computer databases and packages.   
· Advanced IT Skills and experience of use of various IT systems including Microsoft Office 365 within the workplace - Word, Excel, Outlook and PowerPoint.  
· Ability to prioritise and progress pieces of work unsupervised as requested by the Line Manager.
· Driving licence and access to transport.

	Desirable skills, knowledge and experience
	· Excellent organisation and time management skills.  
· Strong written and verbal communication skills.  
· Ability to communicate well at all levels.
· Ability to cope in busy environments.  
· Understanding of young people, alcohol & substance use.
· Competent in managing webpage and social media accounts.


	Personal Qualities

	· Passion for working with young people, particularly with addictions
· Caring and compassionate approach to working in the service 
· Ability to communicate at all levels effectively.
· Good observational and analytical skills.
· Approachable and non-judgemental.
· Ability to work under pressure.
· Ability to work autonomously and as part of a team.
· Ability to work flexibly and proactively.
· Sound IT skills including social media. 

	Training and Development 
	· Willingness to undertake training as required.
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