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Bognor Regis

ADMINISTRATIVE OFFICER – Job Description and Person Specification
PURPOSE OF ROLE

To assist with the effective administrative running of l’Arche Bognor Regis
REPORTING

The administrative officer is responsible to the Community Leader, alongside the existing administrative coordinator (the post holder playing a key role in the day to day functioning of the community).

In carrying out the role, the post holder liaises with the Assistants’ Coordinator, Care and Support Coordinator and Day Services Coordinator, as well as with other individuals.
JOB RESPONSIBILITIES

To support the existing administrative officer to ensure the following key aspects of the community’s administration are maintained;

Communication

· Internal communications: e.g. writing and editing the weekly newssheet, and distributing to the community and beyond, ensuring distribution of information to families, friends and external stakeholders
· Attending the weekly planning (diary) meeting

· Participating in Leaders’ Meetings, take the notes, and distribute
· Liaising with members of the Local Committee and circulating notes of this and other meetings
· Being the initial point of contact for postal, telephone and email enquiries from outside and sending information as required

· Supporting the production and distribution of the annual community bulletin

· Providing information on community news to national l’Arche structures and roles
· Updating mailing lists
· Support for the development of announcing events (seeking interviews and photo-opportunities via various media; creating information leaflets for the community as and when needed; distributing advertisements for local events; liaising with the national L’Arche Communications team; etc.)
· Filing (or archiving) papers and records, including documents relating to finance 
· Maintaining calendar of community events and liaising with external venues as required
People
· Administrative support to the Assistants’ Coordinator in admin relating to potential and existing assistants (DBS checks, references, etc.)

· Supporting the Assistants’ Coordinator to plan the training of assistants (e.g., liaising between assistants and training providers)

· Maintaining up-to-date record of annual leave taken
· Coordinating and making bookings for visitors to the community 
· The sourcing, coordination and support of volunteers

Finance/Fundraising
· Undertaking necessary banking including donations, petty cash, issuing cheques
· Maintaining and developing local fundraising links through;
· researching and instigating relationships with new local sources of funding
· maintaining existing supportive relationships
· liaison and collaboration with the national l’Arche Fundraising team, particularly when approaching trusts and dealing with publications
· planning and delivering specific and agreed fundraising appeals to meet targets
· thanking donors
· tracking donations and feedback to the Local Committee every other month through a report 

· meeting with the Local Finance Sub-Committee once per quarter, producing a report
· supporting other processes which aim to achieve local fundraising success
Other

· Deputising for tasks administered by the other administrative officer in their absence
· Undertaking such other duties as may be required commensurate with the role
SALARY

The salary for the post is £18,745 (FTE or pro-rata if held as part of a job-share), the first point on the national l’Arche Remuneration Policy scale for this role
LOCATION OF POST

The administrative officer will work from the 2nd floor office of l’Arche Bognor Regis at Bradbury House, 51A Aldwick Road, Bognor Regis, PO21 2NJ
HOURS

The post holder will work 37.5 hours per week (or a portion of this if the role is agreed as a job-share). Normal hours are 9:00 am to 5:00 pm on each day, with half an hour for lunch. Holidays to be taken as per national policy, including one week at Christmas (Easter and the summer holiday period absences to be coordinated with the other administrative officer, ensuring full office cover at these times)
PERSON SPECIFICATION
Required

· Effective organiser (of time, information and self)
· Appropriate and welcoming manner in dealing with requests and enquiries (telephone and personal) from members of l’Arche, the public, donors, professional organisations and suppliers

· Experience of administrative work, setting up and operating administrative systems and procedures

· I.T. experience (Office, Publisher, databases, email, etc.)
· Ability to keep calm under stress, working in a busy office and responding to multiple questions and issues
· Ability to work under own initiative

· Good team worker

Desirable

· 2 years’ experience of overseeing administration for an organisation of similar size and/or complexity

· Commitment to the values of L’Arche
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