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ROLE:  Administrator 

SALARY:   £22,360 - £26,000 (depending on experience)

HOURS OF WORK: Full time (35 hours a week) 
However - we will consider applications from candidates seeking to work upwards of 28 hours. 

DURATION:  Permanent

LOCATION: Edinburgh or Glasgow. The role will also require some travel between our office locations and throughout Scotland as required.  
About Clan Childlaw 
Clan Childlaw stands with children and young people when they stand up for their rights. 
Clan is an award-winning, independent children’s charity that actively supports children and young people to take ownership of their rights.  
We are the only charity in Scotland that provides free, independent legal representation exclusively for children and young people, which is child-centred by design. Because our lawyers work directly with children and young people whose lives are affected by legal decisions, we bring that unique practice-based knowledge to every aspect of our work. This includes our specialist training, our helpline supporting others who help children to use their voices and their rights, and our work to influence children’s rights respecting changes to practice, policy and law.   
What We Do  
· We stand with others who help children use their rights – 
Through our membership and training for legal professionals and in legal education we are making being a “children’s lawyer” an accredited legal skill set in Scotland. Our practical training and helpline and support for advocacy in Children’s Hearings  provides  adults that support children and young people information and guidance that they can use to empower young people to stand up for their rights. 
· We stand out through the excellence of our work – 
We want our work to have as much impact as possible. We listen to what children and young people tell us about what they need from lawyers and others who support them to use their rights. We use what we learn to develop and design the services they need and talk about why young people’s rights matter, and why children and young people need lawyers.  
· We stand for change –  
We are lawyers for children and young people representing children and young people in court, at Children’s Hearings, and in important meetings working to give them equal opportunity to heard and use their rights. We take cases that make change for individual children and young people and help shape better rights respecting policy and practice. We use our knowledge of the law, and experience as practising lawyers for children and young people, to ask decision makers and lawmakers to change the law and the way the law is used to make sure that children and young people's rights are respected, protected and fulfilled.   
Our Values 
Our values are the principles we uphold in all our work, no matter what. They are the foundation of our workplace culture. Everyone who works at Clan shows our values in all they do and say.   
We are supportive:  We listen and respond, we provide encouragement and emotional help to children and young people, to others who support young people, and to each other. 
We are bold:  We are confident and courageous in amplifying the voices of children and young people.  We are prepared to take risks when we need to, to defend children and young people’s rights.  
We are dynamic: We are always active, always progressing. We are positive, full of energy and new ideas. We ask for change where it is needed. 
What we can offer you 
  
Clan Child law’s mission is very important to us, but our people are important too. We recognise the importance of a good work-life balance and a friendly supportive work environment. We offer 33 days annual leave and auto-enrolment into our pension scheme after 3 months' service. We are also a Living Wage employer.
 
Learning and development is important to us and our team. We hope it’s important to you too. You will be encouraged to engage in learning and continued professional development.  

We have offices in Edinburgh and Glasgow, and you can choose the base location that works best for you. At the moment, we work in a hybrid way mixing time working at home and spending time in the office working in person alongside colleagues from across Clan.  
  
Wellbeing and work life balance is important to us and so we offer all staff workday flex where you can choose your start and finish time between 7am and 7pm (subject to any service delivery requirements of your role and business need).

We provide staff access to an employee counselling service; fresh fruit is available in both our offices, and we run a calendar of regular in person and remote team activities and events throughout the year.
  
"I have never worked in such a lovely organisation before! I feel valued, seen and heard as an individual here." - A member of the Clan Childlaw team  
  
"I love my job at Clan. It's busy and varied and no two days are ever the same. We have a great team here and everyone is really supportive." - A member of the Clan Childlaw team 

You can apply via our website  Closing date for application is noon on 20th August 2024.
We expect interviews to take place week commencing 26th August 2024.
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JOB DESCRIPTION:

Our team of Administrator’s play an important role within Clan. They cover a broad range of administrative duties that support the day-to-day operations of the organisation and continually seek opportunities to ensure that our teams work effectively and efficiently. 

Membership of the PVG Scheme is essential for this role and the successful candidate will be required to apply for the scheme and produce an acceptable PVG Scheme Record.

JOB DUTIES:


Service delivery

· Support the delivery of our Helpline service triaging and signposting callers where appropriate and responding to online and email enquiries as required. 
· Become an expert in Clan’s case management system including ensuring the input and collection of quantitative and qualitative data is up to date, extracting data, running reports, training staff, and problem-solving issues with the system. 
· Ensure duties assigned by the case management system to the administrator are carried out in a timely and efficient manner.
· Support the delivery of our outreach services acting as a point of contact for lawyers on outreach. 

Office Administration

· Act as first point of contact for office related enquiries taking action were appropriate or ensuring information is passed to relevant members of staff. 
· Support the Business Manager in ensuring the smooth running of our offices, making sure they are a welcoming and productive space for everyone who works at Clan Childlaw. 
· Responsible for the purchase of office supplies and furniture, ICT, office equipment, etc. in accordance with company purchasing policies and budgetary restrictions. 
· Act as staff Health and Safety representative for our offices.
· Support the Business Manager in the development and implementation of systems and processes for distributed/hybrid working. 
· Coordinate and liaise with ICT support on team wide IT issues, act as first line support to the wider team by problem-solving IT and communication-related issues and escalating to IT Support team where appropriate.


Financial Administration

· Ensure supplier invoices and expenses received are correctly processed and related payments are made within deadlines.  
· Support the administration of grant award payments and processes relating to training, membership and supporter payments and financial transactions.
· Ensure proper coding, tracking and filing of all expense and income documentation. 
· Ensure payments made and invoices received related to Scottish Legal Aid Board and other legal work are processed accurately and efficiently.
· Work with the Head of Finance on the management of documentation and records to support financial reporting.
· Undertake month end tasks including resolving any reconciliation issues related to invoices and banking,
· Assist in completion of annual financial reports and/or audits.    

General administrative support
· Provide general administrative support to the wider team, including mail collection and posting, word processing, photocopying, email forwarding and response, diary management, meeting organisation and travel booking.
· Co-ordinate and support the onboarding and induction of new employees.
· Provide administrative support in the organising of Clan events and training as required.
· Handle confidential information in accordance with Clan Childlaw’s confidentiality policies ensuring compliance with GDPR legislative requirements and best practice.
· Work to advance the aims and objectives of Clan Childlaw, represent Clan Childlaw at public forums, and assist with the publicity and promotion of the organisation.
· Carry out any other duties reasonably associated with your role.

Please note, this job description is not intended to be an exhaustive list of duties but aims to highlight the main responsibilities of the post. You may be requested to undertake such other duties as may reasonably required of you. 

Personal Specification 

· A commitment to the work of Clan Childlaw,
· Previous experience working in an administrative role.
· Good standard of education (SQF Level 5 or above, or equivalent knowledge by other means)
· Excellent administrative, IT and financial skills including a good working knowledge of Microsoft Office and cloud-based systems and data bases.
· A team player with a strong motivation to resolve problems and help others achieve outcomes.
· A confident self-starter who can work to your own initiative to make decisions about workload, priorities, and meeting deadlines. 
· A flexible approach to meet the demands of a varied administrative workload across different areas of work.  
· Excellent communication skill, including the ability to communicate with people from diverse backgrounds in a warm, patient and sensitive way. 
· A responsible individual who understands the importance of dealing with sensitive and confidential information and 
· Understanding of general GDPR compliance and cyber awareness.
· Experience of coordinating projects and organising meetings and events would be desirable.
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