The Dixon Community 
Job Description

Job Title


Dixon Community Project Administrator 
Responsible To

Manager
Hours



35 hours per week (Flexible to meet requirements of South East Carers Centre and Multicultural Day Opportunities Projects may include occasional evening work)
Main aims of the post
To work collaboratively with the Manager and Dixon Community Board to provide good quality, efficient administrative and financial support for Dixon Community Projects; including budgetary control, personnel, policies and procedures and work to deadlines agreed with line manager.

Main Tasks and Responsibilities
General

· Contribute to the health, safety and security of staff and services users in accordance with the organisational policies and procedures

· Ensure security, integrity and confidentiality of data in line with GDPR
· Maintain computer and manual filing systems
· Take accurate minutes of meetings

· Reply to email, telephone or face to face enquiries
· Maintain a safe, tidy and secure working environment

· Maintain a record of communication in relation to building maintenance and repairs
Administration
· Provide administrative support to all Dixon Community Projects and Executive Committee
· Maintain accurate records of all service users involvement in the service

· Prepare and maintain e-files for all service users (Senior Support Workers will provide data)
· Collate and maintain Carers Centre database 
· Arrange Annual Membership Fee
· Prepare Day Opportunities Service User invoices 

Financial
· Undertake the day-to-day organisation of banking and accounting using Dext and Xero 
· Prepare cheques/BACS payments and maintain a purchase order and invoice system 
· Check online balances on a weekly basis, check monthly statements and update individual project spreadsheets and fundraising accounts. 
· Prepare salary information and make staff salary payments in line with schedule using Sage
· Undertake Full Payment Submission and Year End Returns within agreed timescales
· Ensure PAYE and relevant tax payments to tax authorities are up to date
Person Specification
Key skills required
· Knowledge of office administration procedures 

· Managing multiple and changing priorities at once 

· Excellent work, Time and Diary Management skills
· Intermediate/Advanced computer skills including Word, Excel, MS Outlook
· Experience in using Dext, Xero and Sage software systems
· Good typing and keyboard skills
· Experience of managing administrative processes
· Experience of working with databases
· A good level of English spelling and grammar
· Attention to detail and high level of accuracy   

· Able to work on own initiative

· Ability to carry out instructions and work as part of a team
· Ability to set up new databases and spreadsheets
The personal skills required for the job:
· Ability to multi-task
· Good communication and telephone answering skills
· High level of discretion and judgment
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