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	Job Title:
	Administration and Communications Co-ordinator

	Salary:
	£26830 pro-rata on 12 hours

	Hours:
	12 hours per week 

	Annual Leave:
	12 days including 4 public holidays 

	Contract:
	Contract till Sept 2024, extended subject to Funding

	Pensions:
	TPT Pensions at 6% Employers Contribution

	Reports to:
	Community Connections Operations Manager

	Location:
	North Berwick Coastal Ward

	
	



Background

North Berwick Coastal Community Connections 
Our Vision
Creating compassion, companionship and confidence in our community.
Our Mission
To have a community where no-one need feel isolated or lonely, by connecting people to local networks, activities and friendships. 
NBCCC was set up in June 2019 by the North Berwick Health and Wellbeing Association, to engage with people experiencing the impact of loneliness. We achieved charitable status (SC050505) in Sept 2020.
Our purpose is to tackle social isolation and help our members reconnect to their local community.
We provide access to the following: 
· Scone Café Drop-In
· Coffee Connections meet-ups at cafés
· One-to-one befriending
· One-to-one Buddy Walks
· Scone Walking group walks
· Our monthly Community Connections newsletter 
· Various other partnership activities. 
· EASE Training – End of Life Aid Skills
· Public awareness events – Demystifying Death Week in May and Absent Friends Week in November 

We have a part-time team of four staff, around 50 active volunteers and over 100 members.
For more information, see our Annual Review, which provides the background and context to our work.
Job Purpose
This role underpins the smooth running of the charity and is pivotal to its success. 
The job holder will provide all services relating to administration and communications support to all the members of the NBCCC team, including the Board of Trustees.
They will have full responsibility for ensuring all records are held securely and kept up to date by the various Owners, assisting where required, in addition to those they may own.  All Member and Volunteer records must be maintained and meet the requirements of our regulator.
Key Responsibilities
· Process and allocate referrals
· Process incoming volunteers, including references 
· Process/submit PVG applications 
· Promote various activities/events via social media 
· Manage incoming enquiries
· Arrange meetings
· Ensure NBCCC web site is up to date and relevant 
· Ensure all registers and management information are up to date 
· Ensure all invoices are processed and paid 
· Update mail-merge ready for monthly newsletter distribution 
· Order office supplies and other supplies for Scone Café
· Provide admin support (scheduling, invites) for all in-house and external training, 
In addition, the job holder will be required to provide Admin and Comms support for the various events that we host during the year, namely:
Demystifying Death Week (May)
Absent Friends week (November) 
Fringe by the Sea (August) 
Intergenerational meal (twice a year) 
Easter and Christmas Celebrations
AGM (Oct) 
Partnership Network events 
This post may also involve some evenings and weekend work as required.   
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