Job Description- Consortium Administration Team Support 
Role Title:      Consortium Administration Team Support 
Weekly Hours:	21 Hours 
Location                 Blended working between home, VANL office and community venues in North Lanarkshire

Offer letter and contract provide full terms and conditions

1. Role Purpose and Background
Support VANL Head of Community Solutions and Consortium Leads with the administration, information management, and operational management of all six North Lanarkshire Local Consortia.

2. Reports to and supported by:  Line Manager: Head of Community Solutions
Also supported by: Staff in Community Solutions and Communications Team

3. Key Responsibilities
3.1 Role Specific
3.1.1 Consortia Management Support
· Provide general administration support across all six local consortia supporting the Head of Community Solutions and VANL’s two Consortia Leads.
· Supporting administration of Locality Activity Fund Awards and Evaluations for funded projects, ensuring both are sent out and received in a timely fashion.

· Updating and maintaining VANL’s Consortia and Locality Activity Funding documentation on its SharePoint system.  

· Scheduling consortium meetings and inviting consortium members to attend.

· Supporting communication between VANL and each of the six local consortia including:

· Sharing funding updates 
· Sharing applications with consortium members to aid the decision-making process

· Minute taking at consortium meetings

· Supporting Consortium membership through:

· General administrative upkeep of consortium membership lists
· Administration of consortium membership application forms

· Any other relevant duties as agreed with line manager. 

3.2 Professional and Corporate
[bookmark: _Hlk189040430]3.2.1 Work collaboratively and communicate effectively with VANL and external colleagues.
3.2.2 Participate effectively in programme and VANL planning, evaluation, learning and improvement processes.
3.2.3 Support effective information management in accordance with data protection requirements, including VANL’s databases.
3.2.4 Maintaining open and clear communication channels with team members and all VANL staff
3.2.5 Fulfil the role to the highest possible standard, acting professionally always in accordance with VANL’s Employee Code of Conduct and corporate values.
3.2.6 Uphold VANL’s reputation at all times.

4. Person Specification
	
	Essential  
	Desirable


	4.1 Educational Attainment

	
	

	4.1.1 Relevant degree or equivalent

	
	x

	4.1.2 Specialist training/qualification

	
	x



	4.2 Values, attitudes and knowledge 


	
	

	4.2.1 Commitment to and understanding of the mission and values of VANL or a willingness to develop these

	x
	

	4.2.2 A genuine interest in and knowledge of the community and voluntary sector and/or a commitment to develop this. 

	x
	

	4.2.3 Commitment to making a positive contribution to residents and communities in North Lanarkshire.

	x
	

	4.2.4 A positive and “can do” attitude with a willingness to reflect, learn and improve. 

	x
	

	4.3 Skills and Qualities and Experience

	
	

	4.3.1 Experience of information management or operations work – preferably in the not-for-profit sector. 


	x
	

	4.3.2 Good organisational and administrative skills 

	x

	

	4.3.3 Good verbal and written communication skills

	x

	

	4.3.4 Able to capture, analyse and report on data and information

	x
	

	4.3.5 Able to deliver agreed work either independently or with appropriate support. 

	x
	

	4.3.6 Able to work well with internal and external colleagues

	x
	

	4.3.7 Able to use ICT effectively to fulfil working responsibilities

	x
	



