Amaze Job Description

Last updated 18th May 2014
	Job Title:

	Administrator/Communications Assistant

	Grade:
	NJC Scale Point 20 – 23

	Responsible to:
	CEO

	Hours of work:

	28 hours per week

	Annual Leave:

	25 days pro rata


Main Purpose of the Job:

To provide high quality administrative support to members of the Amaze team, including the CEO, and to ensure the smooth running of the busy Amaze office including the telephone advice line, co-ordinating events and training and providing support to internal and external communication.
Office Management Support:
· Maintaining good order and supply of office equipment, stationery, services and supplies

· Ensuring office area and equipment is clean and functional; liaising with landlord, cleaning company, contractors and suppliers; training others in use of equipment where necessary
Support to the CEO:
· Maintenance of HR systems e.g. holiday and sickness records, leave allocations and DBS check records
· Maintenance of Health & Safety records and updating of office risk assessments

· Support with diary management and filing

· Support with review and update of key policies and procedures and quality assurance documentation

· Maintenance of the Staff Manual and staff records
· Servicing the staff team meeting, Management Committee meetings and subgroups

· Support in the writing of the Annual Report and organisation of the Annual General meeting
· Support in gathering of evaluation/monitoring information including inputting surveys or conducting short phone interviews
Training/Events Co-ordination:
To provide administrative co-ordination for events and training:

· maintaining booking systems and waiting lists 

· contributing to promotion and advertising of courses and events 
· booking facilitators / trainers and making practical arrangements e.g. venues, refreshments, floor plans
· maintaining monitoring/evaluation systems for feedback.
Helpline Administration:

To support the smooth running of a busy telephone advice helpline: 

· Maintaining Helpline Advisor and Helpline Volunteer rota

· Day to day supervision of Helpline Volunteers as they support Helpline Advisors
· Organising Helpline Volunteer recruitment, induction, training, support & supervision

· Maintaining good order and supply of Helpline information materials

· Servicing Helpline meetings
Supporting internal/external communications:
· Developing Amaze’s social media presence (uploading content to Facebook and Twitter especially) ensuring consistency of messages and style

· Uploading stories to Amaze website (in particular about the events and services you support)

· To help with reviewing the effectiveness of various communication channels e.g. web traffic, google stats etc
· To assist with PR activity, drafting and sending press releases etc
· To create standard templates for use by team
· Managing calls into the Amaze office to ensure non-advice calls are diverted to the correct person
· To answer the office phone line
· Managing a system of receiving incoming correspondence (mail, e-mail and non-helpline messages) and re-distributing to team members 
· Supporting team members with large mail-outs including photocopying and franking/posting

· Proof reading Amaze publications

Other General Responsibilities:

· To work in partnership with the Amaze Projects Administrator to ensure good quality systems are developed and supported

· To be able to provide some cover/support to the Amaze Projects Administrator when they are on annual leave/off sick

· Attend supervision, training & staff meetings as required

· Carry out other duties appropriate to the role and responsibilities as may be delegated by the CEO
· To work within the framework of all Amaze policies and procedures

Administrator/Communication Assistant – Person Specification
Experience

1. Significant experience of using MS Office, especially MS Word and Excel
2. Significant experience of using Internet and email systems, including MS Outlook
3. Experience of using social media (especially Facebook and Twitter)
4. Experience of supporting a busy team

5. Experience of setting up and maintaining office systems 

6. Experience of using office equipment such as printers and photocopiers

7. Experience of liaising with service users or outside agencies

8. Experience of taking minutes and servicing meetings

9. Experience of organising events/training/workshops

Skills, abilities and personal qualities

10. Excellent written and verbal communication skills, including the ability to write succinctly in an engaging manner, and speak confidently on the phone
11. Ability to work independently taking the initiative and solving problems where necessary - putting in place solutions
12. Excellent  IT skills and ability to touch type (or type quickly and accurately) and ability to learn how to use new IT software quickly
13. Good customer service skills and diplomacy

14. Articulate and confident speaker on the phone

15. Good team player
16. Highly organised and able to prioritise competing workloads and meet tight deadlines

17. An understanding of the issues faced by parents of children with disabilities or special needs
18. A good understanding of the importance of confidentiality and the principles of data protection
19. Knowledge of using a content management system e.g. Word Press would be desirable but not essential
