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BERWICKSHIRE ASSOCIATION FOR VOLUNTARY SERVICE
Job Title: Administrator – Business Support Officer (Temporary for 6 months but with the possibility of becoming permanent pending funding)

Salary: £18,800 - £19,364 pro rata of full-time salary 
Place of work: Office Based, Duns, Berwickshire.
Hours of work: 16 hours worked flexibly over 5 days per week, Monday – Friday.
1.  MAIN PURPOSE

To provide efficient, flexible and proactive support to the Chief Executive and to assist and provide support to Bavs key departments: Community Development, Shops and Berwickshire Wheels by providing administrative and clerical support while helping to ensure that the charity meets its goals and objectives.

The Business Support Officer will be tasked with handling a wide range of duties, from managing emails, answering phones and scheduling appointments to filing paperwork and managing our membership and engagement databases. 
2.  RESPONSIBILITIES

The Business Support Officer, with the support from the Chief Executive Officer will:

· Provide general Administrative Support

· Arrange meetings and pre-briefs as needed with officers, Members and others.

· Book venues and refreshments for meetings if needed.

· Manage bookings using Eventbrite, Flexiroute and Salesforce.

· Prepare agendas and take minutes for meetings as needed.
· Manage and respond to a variety of correspondence, including letters, emails, e-bulletins, liaison with member organisations via media channels and general ad-hoc enquiries.
· Manage telephone enquiries, bookings, process invoices and orders

· Undertake other duties appropriate to the post that may reasonably be required from time to time.
3. MAIN TASKS
a) Planning and scheduling internal and external meetings for the CEO, assist with report preparation, organising agendas, action and note taking.
b) Supporting cross-organisation projects with meeting planning and action follow up.

c) Maintaining well-ordered file storage for all related governance and HR documents. 

d) Responding to general enquires via telephone/mail or email correspondence and where needed, provide communications update internal and externally to stakeholders and Bavs members. 
e) Maintaining accurate records within the database systems using used by the charity, such as Xero, Salesforce, Flexiroute, Eventbrite, Mailchimp, Sharepoint and Epos.
Liaising with colleagues to support communications activity on social media and website updating.
To respond to ever-changing demands within the environment, this role will need a high level of responsiveness and adaptability to processes and structures. Any reasonable duty may be assigned that is consistent with the nature of the job and its level of responsibility, and role focus may change from time to time.

4. ESSENTIAL SKILLS, KNOWLEDGE AND EXPERIENCE
· Experience working alongside senior staff and senior management teams in a supporting role including preparing papers for discussion and taking minutes.
· A strong project administration background with excellent administrative skills and relevant experience working in an office-based environment.

· Experience in using databases and spreadsheets, including dealing with financial information.
· Willingness to do routine tasks.
· Great organisational and project coordination skills and experience, with flexibility with the ability to initiate, plan and organise work.

· High level of interpersonal skills, with the ability to build relationships and work cooperatively as a member of a team.

· Self-motivated and the ability to work across and between teams, manage competing demands and meet deadlines.

· Clear and confident manner, excellent written and spoken communication skills.

· Able to maintain confidentiality and use discretion where appropriate

· Ability to stay calm under pressure and learn quickly.

· Good knowledge of MS Word, Outlook, PowerPoint, Excel, SharePoint, Teams and video conferencing software including Zoom.

· Commitment to the Bavs mission, vision, and values

5. DESIRED
· Experience working in the not-for-profit sector

· Experience in supporting a charity trustee board

· Experience working with staff across multiple locations

· Experience in writing supporter communication including for social media

· Experience in preparing management dashboards or equivalent reports

· Experience working using till software

· Knowledge and understanding of the international development sector

Please note: Candidates applying for this role must be eligible and have the right to work in the United Kingdom

The Business Support Officer will be accountable to the Chief Executive Officer and BAVS Board of Directors.
What we offer

Internal policies and procedures training and support throughout your employment.
Contributory Pension Scheme.
Annual Leave: 5 weeks per year plus 10 public holidays (pro rata).
Bavs is a Living Wage Employer.
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