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JOB DESCRIPTION & PERSON SPECIFICATION


Post of:		CIS Administrator 


Responsible to:		Chief Executive Officer

Length of post:		1 year initially (December 2022 to November 2023) with further extension subject to funding 

Hours per week: 		21 hours per week 
Salary:			£14,490  (£24,150 pro rata for 21 hours/week)

Place of work:		CIS office, Albany Centre, 44 Ashley Street,         
Glasgow G3 6DS and from home by arrangement and as Scottish Government guidelines

Days of work:		Flexible over Monday to Friday, 8am to 6pm. 
Occasional out of hours working as required 

Annual leave:	15 days AL and 9 days Public holiday (based on 
25 days plus 15 days public holidays pro rata 21 hrs)

Pension Contribution: 5% from employer


Aim of the post: to provide administrative support to the Chief Executive and Finance Officer to enable the smooth running of administrative processes at CIS. This will include administrative activities relating to CIS’s Board support, staff data processing and staff expenses, PVGs, petty cash systems, support with SAGE data entry, support with recruitment processes, project reporting and training/events administration.
 
JOB DESCRIPTION
 
Main Tasks: working closely with CEO and Finance Officer: 
Support for CEO: 
1. Support the CEO with CIS Board administration
1. Maintain up to date staff information records
1. Working with Project Coordinators and CEO, collect relevant data and ensure submission of PVG applications for relevant staff and volunteers at CIS and maintain up to date records of PVG checks
1. Support CEO and Project Managers with the administrative elements of recruitment processes, including anonymising applications received, preparing application forms, shortlisting documents and interview documents based on material provided by the interview panels. Ensure photocopying and venue booking for recruitment processing. 
1. Monitoring emails on info@infosource.org.uk and answering those that are appropriate and forwarding others to relevant people in CIS. 
1. Supporting the organising of CIS training and other events: booking venues, organising equipment and materials, and refreshments as appropriate. 
1. Ensuring there is sufficient stationary and other resources in the office.
1. Tracking when CIS policies and procedures need to be reviewed and updated, including tracking the updating of risk management register.
1. Supporting the CEO in managing the IT systems at CIS, including the central file storage system and shared calendar. 

Support for Finance Officer: 
1. Process staff expenses and ensure these are checked and authorised with line managers
1. Tracking the receipt, payment and filing of invoices
1. Checking and ensuring petty cash systems are kept up to date and are accurate, in advance of petty cash being topped up
1. Working under the instruction of the Finance Officer, support with the entry of financial transactions on SAGE
1. Supporting the Finance Officer to collect relevant administrative information during the annual accounts preparation
Other: 
1. Supporting the GDPR Officer and Project Managers to ensure data processing in line with the GDPR policy
1. Other related administrative activity as may arise, in negotiation with postholder. 

This post is initially a 1 year, part-time contract with extension subject to successful fundraising 

This work is funded by core funds from The Robertson Trust and from Volant Charitable Trust 

CIS Administrator
PERSON SPECIFICATION
 
ESSENTIAL
1. Experience of similar Administrative duties in an organisation with paid staff and volunteers
1. Strong IT skills including using key Microsoft package elements (Word, Excel, Shared Calendars, OneDrive, Sharepoint and Microsoft Teams), online databases 
1. Experience of data entry on SAGE or other digital financial packages 
1. Confident communication skills in English, verbally and in writing
1. Strong organisational skills 
1. Demonstrable commitment to equality and social justice
1. Committed to maintaining appropriate confidentiality throughout
1. The ability to work independently and use initiative to achieve objectives, consulting with relevant members as appropriate

DESIRABLE
a) Lived experience of the issues faced by the CIS service user group
b) Ability to speak one or more of the first languages of the CIS service user group
c) Experience of administrative work in a charity/voluntary sector organisation
d) Experience of financial data entry work in a charity/voluntary sector organisation
e) Experience of helping to plan for and organise events and training 
f) Knowledge of the requirements of the General Data Protection Regulation (GDPR) and how this applies in a small charity working
g) Knowledge of the PVG system in Scotland
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