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Administrator
Pay: £15,823.47 - £20,412.27 (2.5 or 3 days per week [0.5 or 0.6 FTE] at 2022 NJC Scale 6, SPC22 – £29,439 annually). Exact pay to be confirmed at interview invitation
Hours: 20 or 24 hours per week, exact number of hours to be confirmed at interview invitation. Working hours variable to meet the needs of the service - set days to be agreed with Practice Supervisor and flexible to meet needs of the Service
Opportunity Type: Part-time, fixed term for 1 year with potential for continuation subject to funding
Location: Exeter
Reports to: Practice Supervisor
Project(s) Assigned To: 
· Better Connections, incorporating Drop-In Support Service & Physical Activities

Purpose of Job: To provide administrative support for Inclusive Exeter’s Better Connections project, working closely with the Project Coordinator and representatives of the participating communities, all of ethnically diverse heritage, to plan and deliver a range of events and activities over the lifetime of the project.

MAIN DUTIES & RESPONSIBILITIES:

1. Oversee and manage all database systems – numbers participating in events/activities and volunteers from the participating communities.

2. Ensure that all records are kept secure; that computers are password protected and that confidential documents are encrypted; keep the centralised file storage system organised.

3. Answer phone calls, respond to emails, process orders/requests and follow through any enquiries made.

4. Purchase resources as required – refreshments, stationery, cleaning materials, equipment etc.

5. Maintain the Inclusive Exeter website and social media with up-to-date information.

6. Work with Inclusive Exeter’s Treasurer and maintain regular control of the finances, including ensuring that project costs are paid; accurate and up to date records of expenditure is kept; and finance reports identifying balances are produced; and such other administrative/procedural documentation as required.

7. Work with the Project Coordinator to update social media accounts with project news and updates, including responding to messages and comments as necessary.

8. Work with the Project Coordinator to design and arrange print of publicity materials – i.e. leaflets, flyers etc.

9. Liaise with all participating communities regarding support needed, number of people involved with given events/activities, challenges faced and steps to overcome these, etc. for data monitoring purposes.

10. Support the Project Coordinator in applying for funding for communities not directly benefitting from the Better Connections award, as well as enhancing existing activities.

11. Work with the Project Coordinator to oversee and arrange bimonthly Better Connections Steering Group meetings, reporting to the group on progress.

12. Support the Project Coordinator in completing monthly reports illustrating project progress, using database information collected as well as anecdotal evidence.

13. Prepare reporting documentation to meet funding requirements including progress, outcomes, impacts, achievements and finance/spending; with particular focus on the Year 3 six-month and end of project reports.

14. [bookmark: _gjdgxs]Assist with project feedback by conducting surveys of community event participants to identify successes and challenges, to inform project development and final evaluation. This will involve working with the Project Coordinator and an independent evaluator.

15. Assist communities with setup, legal structures and organisational development.


PERSON SPECIFICATION:

Essential:

· Experience of working in an administrative environment or similar role

· Experience of budgetary management and distribution

· Knowledge and experience of book-keeping and financial management

· Good IT skills including MS Office, particularly data filtering in Excel

· Knowledge and experience of using Google Docs, Google Sheets and Google Drive

· Good verbal and written communication skills

· Good understanding of grassroots ethnically diverse communities, particularly those relevant in Exeter, including challenges and barriers they face

· Knowledge and experience of using WordPress

· Knowledge and experience of managing social media accounts

· Knowledge and experience of using graphic design software, particularly Canva

· Good report writing skills

· Good organisational skills


· Able to work both alone and as part of a team

· Able to work effectively under pressure

· Flexible approach to working hours

· Have good attention to detail

· Basic Safeguarding knowledge


Desirable:

· Training in accountancy and/or book-keeping to professional level

· Training in equality and diversity

· Project planning skills

· Knowledge and experience of keeping accurate accounts

· Willingness to deputise

· Supervisory skills and experience of supervising staff and volunteers

Inclusive Exeter CIC
Registered Office: Exwick Community Centre, Kinnerton Way, Exeter, Devon, EX4 2PR
Telephone: 01392 493197 • Email: admin@inclusiveexeter.org.uk
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