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ROLE DESCRIPTION
	Job Title:
	Business Support Administrator


	Division:
	Charity Services


	Department:
	Information, Advice and Friendship


	Location:
	Edinburgh (Causewayside House) and home working (blended working).

	Geographical Focus of Role

	Scotland 


	Contractual Status of Role:
Indefinite or fixed term

	6 months fixed term

	Hours:

	35 hours

	Job Title of Line Manager:
	Information Manager

	Job Titles and number of any direct reports 

	Not applicable

	Salary:

	£22,000 pa (pro rata for 6 months)

	Job Purpose:
	We know that growing older doesn’t come with a manual. Later life can bring opportunities and challenges, and people may need to know about rights, organisations and services which are often unfamiliar. That’s why we provide free information and advice to support older people on a diverse range of topics. 
Working closely with the Information Team, you will provide high quality administrative support for the fulfilment of information publication orders, and for the provision of online and face-to-face workshops.
You will be the first point of contact for email and phone enquiries to the Information Team, responding appropriately to members of the public, colleagues and other professionals. 


	Main Responsibilities/Deliverables:

	Identify and book accessible venues for face-to-face events.

Liaise with participants and venues as appropriate to ensure events run as planned.

Arrange online workshops on Eventbrite, Zoom and Teams, securing appropriate licences when needed.

Send workshop invitations, joining instructions and follow-up emails.

Provide technical support for online workshops where required.

Attend face-to-face workshops to provide technical and administrative support to colleagues, including assisting with information stalls.

Work with our team of volunteers to record and fulfil orders for our popular information publications. 

Maintain sufficient office stocks of our publications for in house orders and displays. 

Deal with staff orders for events and conferences. 

Ensure packs/materials are collated and despatched to the venues in advance of conferences and events (including checking they have arrived), where required. 

Maintain accurate records for internal and funder reports. 

Any other ad hoc administrative tasks as required.





PERSON SPECIFICATION
	
	Essential
	Desirable

	Experience
	Experience of administrative support, including arranging online and face-to-face meetings and events.

Good working knowledge of Microsoft Office (Word, Excel, Outlook, Power Point), email and the internet
	Experience of on-line applications such as Zoom and Eventbrite.

Familiar with CharityLog (database) or similar Management Information Systems

Experience of working alongside and supporting volunteers.


	Knowledge / Skills
	Good interpersonal, written and verbal communication skills.
Good organisational skills and ability to prioritise work to meet deadlines.
A positive attitude and ability to motivate others.
A good team player who is also happy to work independently as required.

Understanding of confidentiality and data protection

Ability to work well under pressure 

Ability to interact with a wide range of people

	Understanding of how communications and meetings can be made accessible

Awareness and understanding of social media platforms such as Twitter and Facebook


	Qualifications
	Educated to secondary level
	Relevant qualifications in administration or similar

	Additional Requirements
	Flexibility, integrity and an understanding of confidentiality.

Adaptable with the ability to react to urgent matters as they arise.

An understanding of and commitment to equal opportunities.

Willingness to work from the Edinburgh office when required (NB, travel costs from home to the office will not be reimbursed by Age Scotland).

Employees are expected to have a suitable home work space with a good broadband connection for home working.

Employees enrolled in Multi-Factor Authentication (MFA or 2FA) will be expected to install and maintain the Watchguard app on either their personal or work mobile device.

Commitment to the aims and vision of Age Scotland and an ability to demonstrate our values (Empowering, Inspiring, Inclusive and Integrity) in your work 

This post will require some travel within Scotland and occasional overnight stays

Employees are expected to undertake any and all other reasonable and related tasks allocated by their line manager.
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