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JOB DESCRIPTION
Job Title:

     
Administration and Communications Officer 
Responsible to:

Head of Volunteering
Salary: 




£21,000 pro rata
Hours:
15 hours a week (2 days but can be taken flexibly)
Contract duration:
Maternity cover from mid-March to September 2019, with possibility of extension to December 2019
Background
We are recruiting for a part time Administration and Communications Officer to provide essential administration support to our programmes that support people into volunteering. This role will require a good level of administration and communication skills, excellent team work and the ability to show understanding to people from all backgrounds and circumstances including people who may be vulnerable or have high support needs. 
It is an extremely important role as you will be based in the front office being the first point of contact for new visitors and answering enquiries about volunteering. You will greet all new visitors, answer telephones and emails and provide support to visitors to help them identify their skills, interests and potential concerns about volunteering.
You will have responsibility for communications to promote the organisation and its projects via social media (Twitter and Facebook), updating monthly newsletters and coordinating outreach and promotion.
The post-holder will also have responsibility for managing and supporting a small pool of administration and reception volunteers – ensuring they are performing their role effectively, and have the requisite skills and training to do so, to ensure a good standard of service is delivered. 
Duties and Responsibilities

·   Welcome visitors to the office and support them to identify their skills, aspirations and interests, with view to registering and searching the bespoke CRM database to find the appropriate volunteer role for them. This will include making efforts to source alternative volunteer roles for volunteer applicants if they are unable to find what they are looking for.
·   Manage referrals and applications for volunteering using our bespoke CRM database, Volunteer Connect, making sure we have any relevant information and paperwork. 
·   Provide ongoing telephone and email contact to new volunteers and partner organisations.
·   Provide support to partner organisations to use the bespoke volunteering database, including managing applications for partner organisation volunteers.
·   Manage and maintain the contact database of volunteers and organisations.

·   Provide administrative support to the planning of volunteer training courses and group events including booking venues, refreshments and preparing materials.
·   Manage a small pool of reception, brokerage and outreach volunteers – providing support and training to ensure they can deliver their role to a high standard.
·   Support the promotion of all VCH’s services by:

· Helping to organise and manage outreach visits and events, with the support of volunteers
· Ensuring VCH’s social media platforms are updated e.g. Facebook, Twitter and other social forums.
· Updating the website with content written from other members of staff.
· Co-ordinating content from other members of staff for our external newsletters and add to our e-bulletin campaigns using mailchimp.
Additional 

· At all times, abide by the Volunteer Centre’s policies on Equal Opportunities, Health and Safety and Confidentiality and observe the requirements of the Data Protection Act.

· Have an understanding of the need to co-operate as a team, and occasionally work over and beyond your job role, particularly when working in a small charity.

· Actively participate in supervision and appraisal sessions and attend training courses as required.

· Have a positive and creative attitude to solving problems.

· Be able to meet deadlines on time or work flexibly to complete a project. 
· Undertake other work appropriate to the post or organisation as required.
PERSON SPECIFICATION
The person specification is a picture of skills, knowledge and experience required to carry out the job.  It has been used to draw up the advert and will also be used in the short-listing and interview process for this post.  
You should demonstrate on your application form how you meet all of the following criteria. All are essential for the job and will be scored depending on your answers.
Essential

a. Excellent interpersonal skills; the ability to communicate effectively – both orally and in writing - with a wide range of people including people at a senior level within organisations.
b. An ability to put people at ease including people who are upset or anxious. 

c. Creative problem solving skills and a flexible approach to team and project work.
d. Excellent administration skills with experience of all Office applications and Excel/other CRM systems or databases. 

e. Well organised with an ability to work under pressure and with competing priorities, using own initiative.
f. Good attention to detail.
g. Understanding of the principles and practice of equality and diversity.
h. Ability to provide management and support to a pool of volunteers.

i. An understanding of team-working and why this is important when working in a small charity.

j. Experience and/or interest in communications and using social media.

Desirable
k. Ability to identify people’s skills and interests and any barriers to progression, and provide advice and guidance to help people move forward with their lives.

l. Experience of managing people, whether voluntary, personal or professional.

m. Experience of organising and promoting events.

To apply, please fill in the application form outlining how you meet each point of the essential and desirable criteria and return to hov@vchackney.org by Monday 11th February 2019 at 9am. 
If you have any questions, please call 020 7241 4443 ext 208 and ask to speak with Charlotte Handel or Rupal Karia, Head of Volunteering (Job Share).
