Y CARE INTERNATIONAL

Job Description


Job Title:
Office Manager / Personal Assistant (PA)
Job Purpose:
To provide secretarial and administrative support to the Chief Executive, the Senior Management Team (SMT), and Board of Trustees.
Responsible to:
Chief Executive
Responsible for:
Designing, implementing and managing office systems, as well as providing administrative support to all Departments. The postholder does not have direct line management responsibilities. When YCI has a volunteer who is assisting the Office manager, the postholder will provide supervision and support to the volunteer. 
Main Responsibilities
· PA to Chief Executive

· Office Management

· Finance – handling expenditure within administration budget 

· Human Resources – handling personnel matters

· Governance communications

· Administration support to all departments 
Key Tasks
Office Management

· Review, develop and maintain office systems: Manage all aspects of office management and ensure that staff are aware of their responsibilities, that they have the required information to make effective use of the office and its services, and maintain this information in an up-to-date office management manual
· Office representation: Act as the first point of contact for general enquiries by telephone, as necessary, ensure adequate cover for Office Management duties while away from the office

· Health and Safety, Fire Safety and First Aid: Be responsible for the implementation of up-to-date health and safety regulations and procedures within the office; act as Fire Warden for the London office; act as first aider for the office; ensure that the required number of first aid-trained staff are in place and trained to an appropriate level
· Maintain mail processes: Distribute incoming mail, frank and send out post, send and scan invoices to Finance Department on the weekly basis
· Manage contracts and relationships with external suppliers: Ensure that contracts are up-to-date with all suppliers. Specific responsibilities include:

· Office lease, services and communications with the Landlord and services to the office, including electricity, phones, cleaning. 

· Maintain and renew all insurances, travel agent and IT contracts. 

· Order stationary, furniture and IT equipment, arrange recycling collections
· Conduct value for money reviews and competitive tendering processes when agreed with the CEO/SMT and notify CEO of any significant changes to contracts or issues relating to the effective performance of contractors and suppliers. 

· Office maintenance:  Be responsible for maintaining an awareness of the general condition of the office and attend to repairs, cleaning and health and safety issues as necessary 
· Undertake projects:  Work with the CEO to carry out projects related to office management, for example reviewing new service providers.
PA to Chief Executive

· Support to Chief Executive: Maintain the CEO diary, arrange travel and visas, organise staff and other meetings as necessary, maintain filing systems, undertake research and writing tasks and prepare presentations as directed by the CE.

· Facilitate & support to the Board & Sub-committees and SMT meetings (as required): Correspond with trustees, organise all practical aspects of meetings, prepare papers, take and distribute minutes.

· Support departmental meetings (International Programmes, Fundraising and Global Youth Work): Organise all practical aspects, prepare papers, take and distribute notes.
Finance
· Manage the YCI administration budget: Plan budget in liaison with CEO and SMT, monitor and reforecast budget and follow up variances, check and sign invoices for the administration budget up to £1,000
· Manage daily cash processes: In liaison with the finance and other relevant staff ensure consistent practices (including preparing cheques and international transfers as necessary; checking, coding and authorisation of invoices;  records of bank signatures and use of correct budget codes are kept up-to-date; manage systems for the handling and accounting of petty cash; help to resolve and account for disputed and overdue invoices; cover the management of foreign currency reserves and banking cheques when Finance or Fundraising staff are away from the office). 
Human Resources

· Staff well-being: Ensure all aspects properly maintained (including an up-to-date list of staff contact and next of kin details, phone list, organise work station assessments and staff training, as necessary (and in liaison with HR department of YMCA England)

· Performance management support: Ensure performance development system (annual appraisals) is fulfilled across the organisation, manage the recruitment process for central and director level positions as well as vacant trustee positions, write and update new procedural policies for staff, maintain  organisational chart 

· Staff support: Maintain staff expenses claims, TOIL, annual leave and absence for sickness forms and gifts register, oversee DCB (Declaration of Criminal Background) checks, update staff handbook, help new staff to apply for credit cards.
Other duties

· Information Technology: Manage relationship with IT department YMCA England, including maintaining routine data security (change and take home YCI’s server tapes), writing job lists and summarising progress to CEO/SMT, researching new IT solutions and helping to carry out IT audits
· Complete statutory & information returns for external bodies: Support CEO and SMT to complete all official requirements including annual returns for Companies House, Charity Commission in liaison (in liaison with Finance Department of YMCA England); PADOR (European Commission), and others
· Communications: Act as the first point of contact for enquirers contacting YCI through its website and by telephone; draft and add content to the website and publications as requested by the CEO and in liaison with the Communications Manager
· To assist and support other departments as requested: Arrange travel and accommodation. It is expected that there will be opportunities for the postholder to undertake some tasks related to Communications (for example, writing text for the website, researching and drafting text for publications) and International Programmes

· Volunteer supervision: Supervise the administration volunteer, update the Guidelines for Working with Volunteers, as necessary
· General administration: Filing, photocopying etc.
Support to all departments

With agreement of CEO:
· Under the direction of departmental directors, provide administrative support to that department (for example minute taking for team meetings)

· Undertake specific pieces of thematic or other research to support departmental development (as appropriate to skills of the Office Manager) 

· Support the development and implementation of organisational systems and procedures (performance management systems, quality systems, M&E systems etc.)
Person Specification
Essential requirements
· Relevant office administration 

· Experience of working with staff at a higher management level

· Sensitivity, sound judgement and pragmatism to deal effectively with delicate and important situations. Ability to handle confidential information. 

· Ability to work independently and take initiative

· Highly organised and methodical approach to work with excellent time management skills to be able to deal flexibly with a wide variety of tasks and prioritise effectively.
· Excellent attention to detail and accuracy 

· Fluency in written and spoken English

· Strong oral and written communication skills to take minutes, draft documents and reports

· Strong interpersonal skills to manage a wide range of relationships and relate to people from a broad range of backgrounds, culture and influence.

· Good numerical skills to manage daily cash processes, invoices and administration budget

· Excellent computer literacy skills with high level competency in MS Word, Excel, PowerPoint and Outlook
Desirable requirements

· Senior PA experience in a similar role

· Sympathy with the YMCA mission as an international Christian-based youth movement

· Understanding of not-for-profit organisational structures.
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