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Administrator
Job Description

POST TITLE: Administrator
RESPONSBILE TO: Finance & Business Support Officer
HOURS: 20 hours per week (worked across 4 days with some flexibility) 
SALARY: £25,322 - £27,727 pro-rata 
LOCATION: Dunford House, 7 Boroughloch, Edinburgh, EH8 9NL with some homeworking possible, in line with the charity’s needs
DURATION: Fixed until March 2027 with possible extension subject to funding availability
JOB PURPOSE:
· To manage LAYC’s digital and social media activity
· To be the first point of contact for LAYC Member Groups and stakeholders, responding to general enquiries.
· To lead on general administrative office duties that contribute to efficient running of LAYC and supports the wider Membership network. 
· To ensure Member Groups are supported to make full and best use of LAYC Membership

KEY DUTIES:
· Lead on the digital media and communication work of LAYC, including weekly e-newsletter, planning social media activity, website content maintenance and digital marketing resources.  
· Provide the first point of contact for LAYC Member Groups and stakeholders through email and telephone, responding to initial enquiries.
· Provide administrative support to LAYC’s training and capacity building programme, including on the day duties, such as room set up for training sessions and other events
· Engage with LAYC Member Groups and potential Member Groups to ensure needs are being met through LAYC activities and services. 

· Promote LAYC and the services it provides - signposting Member Groups and organisations to LAYC for additional support, advice and information.

· Promote Dunford House as an available space for Member Groups and Partners to access for room hire.  
PERSON SPECIFICATION
	
	Essential
	Desirable

	Qualifications
	
	

	National 5 in English 
	Y
	

	Experiences
	
	

	Previous experience working or assisting in an office environment.
	
	Y

	Experience in use of IT systems 
	Y
	

	Experience in creating social and digital media content
	Y
	

	Experience of working directly with members of the public
	
	Y

	Experience of working within charity/voluntary sector 
	
	Y

	Skills
	
	

	Ability to work independently or as part of a team and use initiative
	Y
	

	Excellent inter-personal skills with an ability to communicate effectively with a broad range of people verbally and in writing.
	Y
	

	Excellent IT skills including Microsoft Office package 
	Y
	

	Excellent organisational skills with ability to respond to changing priorities.
	Y
	

	Excellent project management skills with an ability to identify risks and problem solve.
	Y
	

	Excellent digital and social media skills 
	Y
	

	Personal Attributes and Qualities
	
	

	Enthusiastic and motivated to support community-based organisations reach their potential
	Y
	

	Diplomacy and respect for confidentiality and discretion
	Y
	

	Effective team member
	Y
	

	Highly motivated, able to work with minimal supervision and take initiative 
	Y
	

	Commitment to national priorities that effect youth and children’s work i.e. UNCRC
	Y
	

	Additional Requirements
	
	

	Ability to work flexibly, as and when required
	Y
	


HOW TO APPLY

Applications should be made using the application form provided. Candidates should submit the application form with a covering letter to arrive no later than 12noon on Friday 14th February 2025.
Applications can be submitted by email to enquiries@layc.org.uk 
FURTHER INFORMATION

For further information or informal enquiries about this role please contact Alison McCallum, Finance & Business Support alison@layc.org.uk 

Closing date for applications: 12noon Friday 14th February 2025
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