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Stirling & District Women’s Aid Business Support Officer

Job Description & Person Specification

Job title: 

Business Support Officer (Office Based)
Hours:

21 hours per week (3 days)
Salary:

£14,142.93
Reports To:
Women's Service Manager, (Refuge, Drop-in & IDAA)

Stirling & District Women’s Aid is a registered charity which exists to provide information, support and refuge for women, children and young people who have been subjected to or are still experiencing domestic abuse. Our vision is a world without domestic abuse, that it is a possibility and that changing attitudes, will change lives.

Job Purpose:

· To provide business services and administrative support for SDWA .

· To contribute as a team member to meet the aims and objectives of SDWA .

Key Activities:

Administrative

· To support the Managers, Board, and the staff team in the administration of the organisation, including the provision of Management Information, Finance Tasks and IT Functions to ensure the smooth running of SDWA .

· To provide a first point of contact service for the organisation.

· To ensure effective communication and co-ordination within the team and in liaison with other agencies.

· To take all possible steps to ensure the safety, confidentiality/data protection and reduction of risk to service users, management, and staff of SDWA.

· To have a clear understanding of and work within SDWA, Policies and Procedures and keep up to date with changes in legislation and working practices.
· To check email accounts, answering machine messages. Ensuring re-routing, where necessary, of correspondence and phone calls.
· To maintain databases and keep records/statistical information as required.
· To open, prioritise and oversee all incoming mail and take responsibility for outgoing mail.

· To administer social media accounts when necessary.
· To demonstrate commitment to updating knowledge and skills through training and development.
· To perform other duties as reasonably directed.
Financial Responsibilities

· To reconcile bank and financial transactions, certify invoices for payment & process expenses for staff. [Training will be given]

· To maintain, develop and manage computer & paper-based filing systems.

· To liaise with the external account.
Directly Working with Service Users

· To provide a warm and welcoming first point of contact for all visitors to the Office

· To work, and interact with service users, in a way that acknowledges a gender-based analysis of Domestic Abuse as outlined by the Scottish Government and Scottish Women’s Aid.

· To receive new referrals to the service and open case file on Oasis.

Professional Development

· You will be required to undertake basic domestic abuse training, child protection and adult protection training and GDPR training during your induction period.

· You will identify and participate in training and continual professional development and assist your line manager in understanding your training needs.


Special Requirements

Stirling & District Women’s Aid is committed to providing a high standard of service to its users and other stakeholders. The post holder will share a commitment to achieving the aims and objectives of Stirling & District Women’s Aid

Stirling & District Women’s Aid strives to be an equal opportunities employer

Note: this job profile is intended as an outline of the responsibilities and qualities required for the post, and does not form part of terms and conditions of employment

This post is open to women only (Equality Act 2010 Work Occupational Requirement Exception, Schedule 9 Paragraph 1).  

Stirling & District Women’s Aid welcomes applications from women from all sections of the community.

Must hold a current driving licence.
Person Specification 

	Qualifications, training & relevant experience
	ESSENTIAL
	DESIRABLE

	Good general level of education
	(
	

	At least 2 years’ experience working in an environment requiring similar knowledge and skills.
	(
	

	Competencies
	ESSENTIAL
	DESIRABLE

	Ability to work with standard office equipment and IT systems working with Microsoft Office, Excel, Canva or similar
	(
	

	Excellent written and verbal communication skills
	(
	

	Excellent IT skills 
	(
	

	Ability to prioritise and work within teams to achieve shared objectives
	(
	

	Comfortable with various social media platforms (Facebook, Twitter, Instagram) and able to update social media accounts  
	(
	

	Ability to work with financial databases such as Hubdoc and Xero (training will be provided)
	
	(

	Finance or administration qualifications
	(
	

	Experience of working in the charity sector
	
	(

	Personal Qualities
	ESSENTIAL
	DESIRABLE

	Committed, effective, cooperative.
	(
	

	Acts with integrity and respect when working with individuals and agencies.
	(
	

	Able to form effective working relationships with service users and colleagues
	(
	

	Drive and determination to provide the best possible services for women, children and young people.
	(
	

	Commitment to the values of Stirling & District Women’s Aid
	(
	


Stirling and District Women’s Aid, Unit 7, Stirling Arcade, Stirling FK8 1AX
Office Phone: 01786-469518 Advice Line 01786-470897

Web: http://stirlingwomensaid.co.uk

Email: lisa@stirlingwomensaid.co.uk
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