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Lothian Centre for Inclusive Living
Job Description


Post Title: 		        Administrator

Post Salary:	        £21,000 pa (£19,976.32 - 28 hours per week)
                                    
                                    LCiL offer a hybrid model of working. 
                                  
Responsible to:	        Operations Manager

Post Objectives:	

[bookmark: _GoBack]As a member of the Operations team, the Administrator will contribute to a professional and positive office environment by supporting efficient day-to-day office and digital organisation. You will also provide administrative support to specific LCiL services. Mainly, these services will be our Peer Support and Learning, and Financial Management services, but may also include some admin support to other projects and services. 

Main Duties: 

· Answer telephone calls and emails and pass enquiries to the appropriate person.
· Manage business mail.
· Organise and prepare distribution lists for mailing.
· Create letters, reports including statistical reports, and other documents as required.
· Collate and circulate information packs and newsletters.
· Organise Personal Assistant (PA) recruitment and update the PA database.
· Manage sensitive documents in line with GDPR.
· Support events planning including scheduling, bookings, calendar management etc.
· Update case management system as required.
· Liaise with specialist IT support companies to resolve any issues as needed.    
· Assist with the annual renewal of LCiL membership.
· Scan and upload of paper files to cloud storage.
· Support tasks in relation to the monitoring and evaluation for all services.
· Liaise directly with Service Managers to provide specific administrative support to services. 
· Convert information into formats suitable and accessible to service users, for example, braille, large print, audio tape, and computer disc.
· Support volunteers as required.
· Carry out other reasonable duties as required relevant to the Administrator role.

Performance Indicators:

· The Administrator will demonstrate initiative and the ability to self-direct.
· Operational activities are consistent and efficient across the organisation.
· Positive and effective relationships with internal and external stakeholders are created and maintained.

Contacts:

· Disabled people, people with long term conditions and carers.
· LCiL’s Board, staff, and members.
· Disability organisations, other third sector organisations, contractors and other relevant businesses who are in contact with LCiL.


Supervision Received:

The post holder will line managed by the Operations Manager and will receive regular 1-2-1 supervision.  The post holder will be expected to attend team meetings, training courses, LCiL events and other meetings deemed appropriate to the functioning of the role.

Complexity and Creativity:

The Lothian Centre for Inclusive Living is an innovative and demanding organisation which has a significant impact on the lives of disabled people, their families and carers.

The provision of support which enables disabled people to increase their level of self-control in all aspects of their lives is highly complex.  It requires sensitivity, a knowledge of services which are available to disabled people, up-to-date knowledge of relevant legislation, an understanding of the concerns of disabled people, a commitment to the Social Model of Disability, and an understanding of the Independent Living Philosophy.

The post holder is required to contribute as part of the larger team to ensure LCiL maintains an integrated approach and standards of excellence. The post holder must be able to work under pressure within a challenging and sometimes uncertain social, political and financial climate.

It is essential that the post holder can work within an organisation which is led and managed by disabled people.

LCiL are a disability confident employer and as such, if you require any support during any part of the recruitment process, please contact HR@lothiancil.org.uk

September 2023

Job Title: Administrator 

	
		Essential
		Desirable

	Education and Qualifications
	· Educated to secondary level
	· Relevant qualifications

	Skills and Abilities
	· Good communication skills both written and oral.
· Skills to work effectively as part of a team.
· Ability to work positively with partners and stakeholders.
· Capable of self-directing and using own initiative.
· Skilled in use of IT e.g. Microsoft Office, case management packages, personal and management tools.
· Strong planning, organisational and time management skills.
· Ability to prioritise a complex workload.
· Creative problem solving skills.
· Demonstrate accurate data entry and management.
· Demonstrate ability to professionally proof, format and present documents.
· Demonstrable ability to be proactive, flexible and collaborative.
	· Good working knowledge of marketing platforms such as Mailchimp and Canva.
· Ability to prepare promotional information in print and online.

	Experience & Knowledge

	· Experience of working in a busy office environment.
· A practical understanding of GDPR.
· Experience of working with sensitive information. 
	· Experience of event management.
· Experience of website and social media management.
· Understanding of the Independent Living philosophy and the Social Model of Disability.
· Experience of supporting volunteers. 

	Other requirements

	· Commitment to LCiL’s mission and values with a desire to make a difference.
· Open-minded, acts with care and is supportive of others.
· Thoughtful and committed to learning, forward looking and solution focused.
· Demonstrable understanding of equal opportunities and anti-discrimination practices and requirements.
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