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Job Description 





Community Administration Worker  
Job Title:



Community Administration Worker   
Salary Scale:



£9709.44: £11.67 P/H
Hours of work:
16 hours per week.   

Probationary Period:


12 weeks 
Responsible to:


Project Manager
Screening:
This post is subject to satisfactory references 

Overview:
The post is focussed in providing administrative and financial support to staff, volunteers and students, using all available technology and resources. The post holder will often be the first point of contact to the public, community members and practitioners and partner agencies. They will undertake a range of administrative duties to facilitate service delivery and be responsible for data collection, petty cash/finance and maintenance of record keeping systems.

Church House provides a range of services incorporating, children, young people and family groups, counselling, support and mentoring services, residentials and we are looking for an empathetic, genuine and efficient individual with a ‘can do’ attitude to join our administration team. Church House works with many vulnerable often apprehensive people and their welfare is of paramount importance, therefore the post holder should be compassionate and efficient, putting community members and visitors at ease.
Task Descriptions








    

Main responsibilities 
Administration

· Provide support to the Project Manager with day-to-day financial processing including petty cash.

· Support the preparation of monthly and annual financial information.

· To facilitate the administration of the office on a day-to-day basis including telephone messages, typing, photocopying, collating, mail etc.

· To provide administrative support to staff to ensure service delivery including assistance with organisation of events, paperwork for groups and trips.
· To manage accurate and confidential personnel information e.g. sick/annual leave

· To manage the Rose Voucher programme – vouchers for free fruit and vegetables.
· To coordinate collation of information for annual accounts and subsequent reports 

· Provide administrative support for fundraising applications as requested

· Ensure all required Health & Safety documentation is up-to-date and displayed e.g. insurance, fire drill information, first aid

· To update manual and computer files relating to services, volunteers and service users when required.

· Support to update social media platforms.
· General Administrative tasks as required.
Teamwork

1. To participate in internal and partnership meetings as required.

2. To critically reflect on practice and participate in practice discussions and individual support and supervision.

3. To assist the team to respond to information requests and other enquiries

4. To liase between the community members and the staff team.

Organisational Responsibilities
· To be aware of the aims and objectives of Church House and work within the staff team to ensure these are achieved.
· To work within the policies, principles and good practice of Church House.
· To carry out the necessary co-ordination, administration and planning as required for the success of the organisation.
· To assist in the promotion of Church House and to raise awareness of its services. 
· To make effective use of training opportunities made available through Church House and other appropriate organisations.
· Ensure that the appropriate systems are in place to monitor and review the quality to of service delivered.
· Any other task that may be reasonably requested of the post-holder.
