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Vacancy – Office Co-ordinator
PCHP works alongside people to take steps to improve their own health and create a healthy community and environment. We use a community development approach to improve the mental and physical health of people living in North Edinburgh. 

We are recruiting an Office Co-ordinator to support our work and our team.  We are seeking someone with administrative and co-ordination skills and experience, who works sensitively and effectively, enjoys meeting people, and can provide a warm welcome to everyone who comes through our doors. 


Job title		Office Co-ordinator
Status			Contract to 31 March 2026, continuation subject to funding
Starting salary	£24,741
Hours	Part time – Wednesday to Friday with set hours
Wednesday 	Hours to be agreed between 0845 and 1615 
Thursday 	0845 to 1615
Friday 	0845 to 1500
Place of work		Pilton Community Health Project
Holiday entitlement	Full-time annual leave entitlement pro rata 37 days: 25 days, 10 days public holidays and 2 days floating 
Pension 	PCHP makes a 6% pension contribution matched by a 6% employee contribution
Wellbeing	Employee Assistance Programme 24/7 365 days a year helpline and wellbeing portal
Line manager	Director
Mentor	Senior Community Development Manager
Work closely with	Senior Development Manager, staff, local people, volunteers, partners, suppliers and contractors

Responsible for	Efficient and effective office reception, administration and building co-ordination for the smooth running of PCHP
Fire Warden and First Aider (training will be provided)
Probation		This post is subject to a six month probationary period

Job Function
To provide an effective and efficient office administration and co-ordination function for the smooth running of PCHP.  This includes welcoming people to PCHP, providing administrative support for the team from time to time, and to prepare and maintain a safe and well organised environment for our day to day activities in our building. 
Key responsibilities include
Be the first point of contact in PCHP for general enquiries (in person, phone and email). You will action all enquiries in good time, and raise any concerns with the PCHP Safeguarding Lead
Provide administration and co-ordination support to PCHP activities.  This may include helping with collation and recording of weekly registers/attendance statistics, feedback, and monitoring and evaluation data
Work with the team to post on social media 
Manage and maintain the shared electronic files on Sharepoint 

Maintaining good relationships with partner agencies and contractors
Order taxis and monitor the taxi contract
Working with the Director, contribute to decisions for equipment, maintenance and contracts, office supplies and replenishment, and IT support (with IT Consultant)
Comply to GDPR and Data Protection requirements
Support the Board of Trustees to co-ordinate AGMs including the production of papers where necessary and attend the AGM to take minutes
Building and workplace support 
Assist the Director to ensure PCHP maintains safe and accessible ways to deliver our work by co-ordinating and monitoring the effective operation of the building.  This will include the weekly Fire Safety checks, annual PAT testing, security, confidential waste, recycling and refuse collection, cleaning and ensuring hygiene standards are maintained

Administer and record fire equipment testing procedures 

Providing day to day co-ordination and supervision of building cleaning to ensure cleaners’ schedules support the maintenance of a safe community space and workplace, review relevant risk assessments, and maintain stocks of cleaning materials and equipment

Co-ordinate and follow up building maintenance and any fault reporting 

For fire safety and evacuation purposes, maintain a written record of who is working in the building, and a record of visitors 


Co-ordinate and progress office equipment maintenance, and any software fault reporting. Assist staff to resolve equipment and software problems, and liaise with external IT consultant as required

Monitor and maintain office equipment, including the photocopier (toner and paper supplies).  Report any faults in a timely manner to photocopier supplier.  

Co-ordinate the internal and external meeting room bookings including the set up and clearing of meeting rooms and work spaces as required. Organise refreshments and catering support as needed

Raise room booking invoices and liaise with the PCHP bookkeeper from time to time

Update staff equipment list and key holders 

Any other duties which may arise as directed by Director

Person Specification – Office Co-ordinator

	ESSENTIAL 
	DESIRABLE

	Experience
	

	12 months experience in an administrative and co-ordination support role in a similar office environment and role 
	

	Experience of working directly with people, responding to enquiries and being the first point of contact (in person, email, phone, other media)
	

	12 months experience of maintaining admin and business systems including collating information for monitoring and reporting procedures 
	

	Experience of using IT systems including Microsoft Office suite
	

	Experience of working without direct supervision
	

	Experience of working with members of the public, some of whom may have complex support needs
	

	Working knowledge of GDPR, Data Protection and Privacy requirements
	

	
	Experience of workplace health and safety responsibilities

	
	Experience of managing a building, equipment, and resources

	
	Experience of working in the third sector or volunteering 

	Skills
	

	Ability to work independently, or as part of a team 
	

	Excellent interpersonal skills, including listening, with an ability to communicate effectively with a broad range of people verbally and in writing
	

	Excellent organisational skills with ability to respond to changing priorities
	

	Ability to problem solve
	

	Attention to detail
	

	Excellent digital and social media skills
	

	Personal attributes and qualities
	

	Commitment to PCHP mission and values
	

	Enjoy meeting people
	

	Good listening skills
	

	Enthusiastic, positive and motivated in your work
	

	Diplomacy and respect for confidentiality and discretion, non-judgemental and supportive
	

	Effective flexible and responsive team member
	

	Additional requirements
	

	[bookmark: _GoBack]Good timekeeping and able to work within the hours specified
	

	A willingness to engage in continuous professional development and PCHP’s organisational training and development requirements and opportunities
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