Bethany Christian Trust      
Administrator and Communications Worker – April 2023
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BETHANY CHRISTIAN TRUST
JOB DESCRIPTION – ADMINISTRATOR AND COMMUNICATIONS WORKER 
1
JOB DETAILS
	Job Title
	Administrator and Communications Worker
	Line Manager
	Homelessness Prevention Manager East

	Grade Level
	3
	Spine Pt Range
	11-13
	FTE Salary Range
	£21,493 - £22,245

	Section/Unit
	Community Support & Development East
	Directorate
	Homelessness Prevention 

	Location
	32 Jane Street, Edinburgh, EH6 5HD

	Hours
	12 hours 
	FTE
	0.3

	OR
	Required to have a genuine and active Christian faith and commitment.


2
JOB PURPOSE

The post will provide administrative and communication support to the Community Support & Development (CSD) Team in the East of Scotland, including dealing with enquiries from members of the public and those who use our services, as well as helping to promote groups and gather data from the team to support the monitoring and evaluation process. The role also involves assisting with the recruitment and ongoing support of volunteers, as well as administration of the Learning Centre and overseeing external bookings.
3
MAIN RESPONSIBILITIES                                                                              
	
	Approx. use of time

	· Collating and compiling statistics for the various CSD East projects including attendances, the number of sessions run and gifts in kind. Updating excel spreadsheets and summarising statistics for reports. Supporting staff to collect feedback and evaluation information from groups and training sessions.
	25%

	· General office admin. Ordering of supplies (including food for groups and first aid kits). Help with routine fire alarm tests and office safety checks. Completing Purchase Orders, sending & receiving invoices. Answering the office phone and checking answer phone messages. Responding to emails and enquiries. Keeping notice board up to date. Making bookings for events, including team socials. 
	20%

	· Liaising with CSD East staff to create leaflets and posters to publicise the community development groups and events. Distribution of leaflets and programmes via email and in person where required.
	15%

	· Supporting the CSD East staff with different projects including research, putting together different activities and occasionally offering support to staff on location in community. Supporting staff to coordinate training events and paperwork including expenses claims.
	10%

	· Minute-taking at staff meetings and arranging room bookings. Facilitating the smooth running of the Learning Centre and some networking to manage external bookings of the space.
	10%

	· Keeping volunteers’ information up to date and updating contact information for those we support. Keeping accurate contact details for organisations and key community connections, as well as ensuring promotion on third party sites is kept up to date
	15%

	· Participate in Christian worship with other staff and, where appropriate service users and stakeholders.
	5%


4 PLANNING AND ORGANISING

· Good organisational skills that are flexible to change but always deliver on time.
· Ensure the smooth running and flow of routine activities, including any external bookings at the Learning Centre.
· Participate in team meetings and professional training as appropriate.
· Ensure all policies, procedures and good practices are implemented.
5
PROBLEM SOLVING
· A willingness to embrace change and meet the changing needs of the organisation and demonstrating initiative to solve problems as they arise.
· A desire to develop the role to bring improvements and increased efficiencies.

· Dealing with enquiries from external organisations, including for the Learning Centre, and processing referrals from vulnerable people wishing to engage in the department’s projects.

· Dealing with competing demands in the office on occasions when the staff team are otherwise engaged.
6
DECISION MAKING

· Effectively prioritise own workload.

· Make informed decisions as situations arise.

· Have good self-awareness to know when to ask for additional support, supervision, and debriefing when fielding enquiries from members of the public and people we support.

· In consultation with the Homelessness Prevention Manager East, ensure that all administrative practice is in line with Bethany policy and best practice and that there is a smooth flow of necessary information.
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KEY CONTACTS AND RELATIONSHIPS

The establishment of meaningful, fruitful and sustainable relationships is central to the success of the role. The key types of relationship to be developed and the desired outcomes from them are listed below:

· People who use our services - Participants already using the services or referring in are welcomed and nurtured.

· Volunteers – Volunteers are supported in a professional way and encouraged for their important contributions.
· Other Agencies – CSD East is known for valuable work that works in partnership with other services.

· Bethany Staff – Staff are aware of the work of CSD East and professional relationships flourish, reflecting the values of the organisation at all times.

8
KNOWLEDGE, SKILLS AND EXPERIENCE NEEDED FOR THE JOB
The essential characteristics that will be required of the person undertaking the role are:

· A welcoming and friendly manner.
· Administrative skills that can innovate existing systems to maximise the resources available to the service.

· Strong organisational skills and ability to work flexibly and proactively on own initiative.
· Excellent communication skills including accuracy, attention to detail and a confident telephone manner.

· An ability to build strong, healthy professional relationships with colleagues that contribute to a high level of teamwork.
· Experience of working with vulnerable people and a desire to enrich the lives of the people we support while maintaining professional boundaries & confidentiality.
· Experienced in the use of Microsoft Office applications including Word and Excel as well as experience in creating flyers and publicity
9 REPORTING
· The post holder reports to the Homelessness Prevention Manager East and ultimately to the Director of Homelessness Prevention.
· The post holder will work with the CSD East team to ensure volunteer, client and third sector information is up to date.

· The post holder has no direct reports.
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JOB CONTEXT AND ANY OTHER RELEVANT INFORMATION

· The post holder is required to have an active Christian faith on the basis of the following:
· The face to face contact the post holder will have with service users in facilitating their increasing independence through physical, emotional and spiritual support.
·  The post holder is required to participate in and occasionally lead Christian worship in a work setting and respond to questions about the Christian faith from personal experience, in order to contextualise Bethany’s vision of working with vulnerable people as an expression of Christian love in action.
· The post holder will be expected to promote a common understanding of what Bethany’s values mean. Critical to success there will be an expectation of the post holder to consistently model Bethany’s values in all activities and relationships. 
Culture – 
Love is our standard. 
We Serve others. 

We Value the whole person.
· The post holder’s work will be based at 32 Jane Street, Edinburgh, with activities of the role occasionally occurring in other parts of the city.
· Flexible working is available in consultation with the management team. 

· The post holder is required to undergo a standard disclosure check as there will be face to face contact with the individuals we support, both in the office setting and also when assisting within our Community Support & Development groups.
