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Job Description

Office and Communications Administrator
Job Title:

Office and Communications Administrator
Employer:
Board of Directors, MYPAS
Responsible for:
None
Responsible to:
Chief Executive
Salary:
Scale point 26 (currently £23,375)
Hours:
35 per week
Leave:
26 days annual leave/10 public holidays to be worked flexibly to suit the needs of the service.
Place of work:
The administrative base is in Dalkeith. Travel throughout Midlothian and East Lothian, including operating from other venues, may be required
Special conditions:

The contract will initially run until 31st December 2025 with the possibly of continuation subject to funding. 
MYPAS will contribute 6% to the MYPAS nominated pension scheme

The job will be initially on a 3 month probation period. This probation may be extended.

Job Purpose:
The post holder will offer administrative and communications support to MYPAS management and service teams designed to contribute towards MYPAS aims and objectives. The key areas of focus for this role are:
1. Administrative support

2. Meeting and events support
3. Communications co-ordination including social media
4. Production of reports and resources.
The successful candidate will have experience of providing administrative support in a service-based organisation, a good knowledge of general office procedures, excellent IT and literacy skills, and the ability to accurately manage databases and spreadsheets.
General Administration:

1. Undertake a variety of administration tasks including but not limited to monitoring inboxes; co-ordinating diaries; scanning; filing; formatting and dealing with mail as required.

2. Carry out reception duties for callers to the office - both in person and by telephone/email. Provide reception services for business calls and service users, make appointments for other staff as required, operate office diary systems.  This will involve responding directly to members of the public and may require signposting and information to service users on alternative services.

3. To provide, at times, dedicated diary management, word processing, spreadsheet and audio-visual presentation support as required, to include discussion papers, briefs and other documents. 

4. Engaging with referral enquiries by phone/email. Checking and entering details of new referrals onto MYPAS database when received.

5. Carry out administration tasks and provide support for both internal and external meetings including assisting in the preparation of agendas, minutes, letters and reports, room bookings, liaising with suppliers and sourcing resources. 
6. Assisting in producing documents, including the production of reports, papers, promotional materials as well as the collation of information for reports, publications, and training materials as required.
7. Assist in the planning and co-ordination of external events or meetings where required, liaising with other organisations.
Communications, Events and Fundraising Assistance

1. To provide communications and administrative support to the MYPAS Chief Executive to further relationships with external organisations and the communities we work in. This will include co-ordination of the social media accounts.

2. Monitor fundraising enquiries and fundraising requests, acting as first point of contact for community donors.

3. Assist with thank you letters to trusts/grantmakers and donors in a timely manner to meet funder requirements. 

4. Liaise effectively with colleagues across MYPAS to gather information required in support of trust or grant applications or reports.
5. Organise and maintain fundraising filing systems and administrative processes, including timely compilation of analytical or financial reports for internal review.

6. Assist with fundraising volunteer management, particularly around community and event based fundraising activities.
7. Support the Management team with applications to grant makers and funders. 

General duties and responsibilities

1. To identify own training and developmental needs and participate in a personal development plan to meet identified needs.

2. Other tasks as directed by Chief Executive and the Management team.

3. To cover duties of other administrators during leave periods.

4. There may be occasions for the opportunity to be involved in other areas, including attending events or other activities.

Person Specification

Office and Communications Administrator
Please note: candidates should complete their applications on the basis that evidence should be provided when considering the following criteria.

Essential:
An undergraduate degree or at least 2 years clerical/administrative experience working in an office environment requiring similar knowledge and skills and where priorities might change rapidly.
Self- motivated energetic and resourceful with a proven ability to work on your own.
A calm and patient manner, especially when communicating with telephone and in person enquiries and with MYPAS clients.
Up to date highly competent IT skills especially in MS Access and MS Office generally and Windows.
Experience of working, and familiarity, with social media accounts

Good interpersonal and communication skills.

Experience of working to strict deadlines, and confident at multi-tasking, working on multiple projects simultaneously with varying deadlines.
Data entry experience.
Non-judgemental approach to working with young people, families, staff, board and stakeholders
Desirable:

An understanding of the challenges of working with mental health, substance use, LGBTQ+ and young people.
Project management experience.
Ability to travel across East Lothian and Midlothian. 
Previous experience in the charity sector.
Familiarity with remote/video communication methods e.g. Skype/Zoom/Teams.
Ability to work flexibly at peak fundraising periods such as seasonal events, MYPAS run community events.

Experience of using a fundraising or CRM database.

Knowledge and understanding of GDPR.
