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Job Description

Job Title:
Project Administrator
Primary Purpose of Job:
To maximise the efficiency of Mentoring Plus by providing administrative support, including specific support to the project teams.
Responsible to:


Office Manager
Liaising with:
Team members, referrers, mentors, donors, trustees, service users and families, general public 
Hours:
16 per week, over 3 days preferred, must include at least 5 hours on a Monday
Main Duties:

Specific to the post

Project Administration

· Support all the charity’s mentoring projects by keeping our database constantly up to date: new referrals, action updates, status changes, uploading forms to database 
· Implement the charity’s data security policy including recording consents, scanning and uploading documentation, shredding hard copy materials and undertaking and recording periodic data purging processes
· Provide support to our Student & Family Support project with updates to schools panel papers and student lists.
· Liaise with schools with whom the charity is working to provide relevant vetting checks and policies
· Administer agreements, contracts and payments from contracting schools 

· Produce and distribute ID cards for current mentors and staff as required.
Financial Administration

· Manage cheque payments, petty cash and credit cards including regular reconciliations, counting donations and banking, implementing our cash management policy
· Raise sales invoices, code for Sage input and maintain records to enable payment chasing
· Code purchase invoices in preparation for Sage input
Personnel Administration

· Manage record-keeping of staff annual leave

· Assist with recruitment processes
· Book staff travel 
· Update staff/freelance records on database 
· Staff training: monitor staff training and ensure all are compliant with current policies. Notify staff members and where appropriate book training courses (eg First Aid). Record all training on database

Office Administration

· Maintain a tidy, welcoming and efficient workspace throughout the building

· Answer and direct incoming calls

· Open incoming mail and distribute 
· Maintain stationery levels and order when required

· Maintain postage levels and ink supplies for franking machine

· Ensure franked post is posted

· Maintain all printers and order new supplies as necessary

· Ensure office refreshment and housekeeping items are in stock – milk, tea and coffee, cleaning materials etc
· Support mailing processes – list management, label preparation, signatures, franking, posting
· Support mentor training: order refreshments for all mentor training sessions; provide refreshment service and admin support on at least three sessions per year (currently held on x6 Saturdays throughout the year)

· Liaise with colleagues, suppliers, contractors, landlords and building users as required to ensure effective communication and sharing of facilities
General responsibilities

· Promote the values of Mentoring Plus at all times
· Understand and carry out the policies and procedures of Mentoring Plus as detailed in the Staff Handbook
· Maintain accurate records for safeguarding and monitoring systems purposes

· Attend internal meetings and represent Mentoring Plus at any appropriate external meetings as required 
· Work flexibly as required during week days, including occasional evenings/weekends (mentor training) 

· Support and promote the wider work of Mentoring Plus as appropriate, including reaching potential donors, volunteers and influencers
· Undertake any other duties within the scope of the role.

Person Specification:    

Experience and skills
Essential (E) or Desirable (D) 
1. Relevant professional qualifications (D) / at least 3 years’ equivalent professional experience in secretarial skills, office management or business administration (E)
2. Confident, person-centred oral communication skills (E)
3. A calm and positive presence with a problem-solving outlook (E)
4. Highest standards of accurate written English (E)

5. Confident numeracy and accurate use of spreadsheets and equivalent (E)

6. Strong working knowledge of MS Office applications (E)
7. Good working knowledge of database maintenance (E)

8. Good working knowledge of Sage (D)

9. Deadline-driven with proven commitment to personal accountability (E)

10. Ability to work on own initiative and as part of a team as required (E) 
11. Some knowledge of charity accounting / administration (D)
Other 
12. Entitled to work permanently in the EU/UK (E)
13. Full clean driving licence, own vehicle and business driving insurance (expenses are paid for agreed business mileage) (D).

Safer Recruitment procedures will be followed including an enhanced DBS check and employment references taken and verified.
Conditions:

Hours:
16 hours per week, over 3 days preferred, must include at least 5 hours on a Monday
Pay:

£8,320 (£19,500 FTE)
Contract:
Permanent
Location:
Riverside Youth Hub, Bath BA1 6AE, or such other location in BANES as the charity may require.

