[image: image1.png]O
familymediation



[image: image2.png]Member of: e ,

RELATIONSHIPS
ez SCOTLAND

&f mly pp t




     central scotland 
FAMILY MEDIATION CENTRAL SCOTLAND (FMCS)
PART-TIME ADMINISTRATOR 
JOB DESCRIPTION
SALARY:


£23,715 (pro rata), equating to £9,486 per annum.  
PLACE OF WORK:

Cowie Office, with option of hybrid working.
WORK HOURS & DAYS:
14 hours per week, 9.30 – 1.00 over four days.
(Occasionally, there may be the need to work slightly different hours, 

 with notice).

ROLE: To provide high-quality admin support to our small team, ensuring the efficient operation of the office, administrative systems and tasks. 
FMCS is a local charity, based in Cowie, Stirlingshire, which provides support to parents who are separated or divorced and their children across the Forth Valley.  We deliver Family Mediation and Child Contact Centre Services in the Falkirk, Stirling and Clackmannanshire areas.
DUTIES AND RESPONSIBILITIES

Reporting to the Service Manager:
· Responsible for maintaining accurate records of clients using our services to ensure all appointments are noted.  Develop and maintain effective systems for analysing this data for statistical purposes and management reports.
· Responsible for handling all enquiries received by FMCS – answering the phone, dealing with incoming post, checking emails to the charity’s main address, and dealing with the resulting queries and requests if possible, or directing them to the appropriate other member of staff. 

· Update electronic client/case records, including new or closed cases, clients’ details, details of their legal representatives and the services used. 
· Allocate unique reference number to each new case and then close files when appropriate, ensuring that all the required information has been captured. 

· Prepare statistics on use of all services provided, number of cases, adults and children, sources of external referrals, etc. Assist the Service Manager to complete the annual return for Relationships Scotland and internal use, as well as providing monthly statistics for Board Meetings. 

· Provide admin support to the charity’s Board of Directors, taking the minutes at monthly Board Meetings and preparing papers for charity’s annual AGM.

· Provide the Service Manager with clerical support in the following areas: maintaining company records, recruitment, monitoring and evaluation publicising the service. 
· Assist with clients if extra help is required by practitioners. 

· Assist in general delivery of the Service, as required, and follow FMCS policies and procedures.

[This job description is a guide to the main duties as they currently exist, and is open to periodic review by FMCS.]

Please note: This post is subject to the satisfactory completion of a probationary period of three months.
