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JOB DESCRIPTION
	Name of Post
	Administrator

	Responsible to
	Chief-Executives

	Based at
	Home working, though the post will require attendance at some meetings and events

	Hours per week
	10 hours per week



Purpose of Post
To provide administrative support to all of The Forget Me Notes Project’s services, as well as the charity as a whole.  This includes our Volunteer Project, Music Memories Programme and the various Forget Me Notes Choirs.

Duties
Tasks will include, but not be limited to:
Day to day administration
· Updating and maintaining mailing lists
· Updating and maintaining shared calendars
· Creating handbooks, training resources and copying of song sheets as required
· Assisting to create promotional materials 
· Assisting with Disclosure Scotland and PVG-related admin
· Ordering stationery and supplies
· Sending emails regarding activities to mailing lists
· Timely monitoring and maintaining of email communication and correspondence 
· Collecting and processing related data including quantitative and qualitative content for monitoring and evaluation purposes
· Attending and participating in monthly staff team meetings
· Distribution of agenda and minutes of meetings
· Preparation of papers for other meetings including the AGM
Financial administration
· Processing of volunteer expenses
· Raising invoices
· Making purchases as directed
· Participating in payment authorisation
Digital admin
· Managing the Google Workspace (shared drive)
· Updating social media website as directed

This is not an exhaustive list, and the post will involve providing other administrative support to the charity as required.

Person specification
	Experience as an administrator
	Essential

	Confident in using Microsoft Packages
	Essential

	To have excellent written and verbal communication skills: to communicate effectively within the team and with the people we support, and other professionals (in person, by telephone, email or other media).
	Essential

	Able to work independently and as part of a team
	Essential

	Flexibility: to be able to adapt to changing priorities and work flow
	Essential

	Support the aims and work of The Forget Me Notes Project
	Essential

	Experience of charitable sector organisation
	Desirable

	Experience of using Google Workspace
	Desirable

	Experience of maintaining websites (Squarespace) and Social Media
	Desirable
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