



JOB DESCRIPTION

Job title:

ADVOCACY SERVICE ADMINISTRATOR 

Hours:
15 hours per week (Working hours to be agreed on appointment)
Salary:

NJC pt 14-17 (£15,725 - £16,830 pro rata)

Responsible to: 
Children’s Rights and Advocacy Service Manager

Base:


Keynsham

Contract:  

Fixed Term - Off the Record has funding for this post until 31-03-2012 

Purpose of Job
To provide a comprehensive administrative, clerical and typing service to staff and sessional workers working within the Children’s Rights and Advocacy Service.  

The service is underpinned with a value base including respect, empowerment, choice and equality of access. 

Main Responsibilities

Service
1. To provide general administrative support using a range of software packages including Microsoft Word, Excel, Access and Publisher.

2. To undertake general office duties including:

a. Dealing with the post, faxes and email

b. Drafting and sending standard letters

c. Photocopying and collating papers and mailings

d. Arranging for documents to be printed

e. Monitoring stocks of basic items, for example stamps and stationery

f. Ordering stationery and other items through the Admin Manager
3. To produce documents and maintain spreadsheets and databases.

4. To devise and maintain office and administrative systems to support the Advocacy Service in order to support the delivery of effective service provision.

5. To maintain, process and prepare statistics, reports and other relevant information for the service.
6. To take telephone calls and messages, responding appropriately to professionals, other adults, children and young people.
7. To hold delegated responsibility for the main petty cash tin in the Keynsham office including monthly reconciliations. 

8. To promote the needs and rights of children and young people in a positive and proactive way.
9. To attend supervision and other relevant meetings. 
10. To support the Children’s Rights and Advocacy Service Manager in the receipt of referrals and allocation of work to sessional workers.

Organisation

1. Assist in ensuring that the services are responsive to needs of children and young people and that equal opportunity and health and safety issues are identified and addressed effectively.
2. Ensure safeguarding policies and procedures are followed in all aspects of the work with children and young people.
3. With the Children’s Rights and Advocacy Service Manager, ensure the effective implementation of the organisation’s policies and overall organisational objectives.
4. Contribute to co-operative working across all the services within Off the Record.

5. Assist in ensuring effective internal and external professional relationships are established and maintained with organisations and agencies relevant to the work of the Shout Out! Advocacy Service
6. Ensure effective and accessible communication with staff, service users and the general public.
7. Participate constructively in supervision and staff development opportunities including training and team building initiatives.
8. Undertake such other duties and responsibilities as are specified by the line manager, commensurate with the level of the post.
Working environment

The post holder will be based in a shared office with access to meeting rooms.  S/he will also attend meetings where relevant these maybe in other OTR offices.
General 

· This job description only contains the main accountabilities relating to this post and does not describe in detail all the duties required to carry them out. 

· The post holder will be expected to be responsible for his/her own personal health, safety and welfare in the workplace.

· The post holder will be expected to promote good equal opportunities practices and to take positive steps to counter discrimination however and wherever it occurs.

· The post holder will be expected to be able to travel throughout the authority for occasional meetings and training activities associated with the position, for which a mileage allowance will be payable.

· The post requires, prior to appointment, an enhanced CRB Disclosure Certificate.

· There is an expectation that all staff and volunteers have a commitment to safeguarding young people / keeping them safe.

Terms and Conditions
· Fixed-term contract:  Off the Record has funding for this post until 31st March 2012. 

· Pension: Employees can join the Avon Local Government Pension Scheme

· Leave entitlement: 30 days plus Public Holiday (pro rata)

· Off the Record has office bases in Bath, Midsomer Norton & Keynsham – this post will be based in Keynsham although occasional travel to the Bath office will be required to attend meetings etc.
Appointments will be subject to satisfactory references and Enhanced level Criminal Records Bureau check.
PERSON SPECIFICATION


	Essential Criteria
	Evidence

	Qualifications
	A
	I
	E
	D

	· Minimum of three GCSE’s, including English language and Mathematics or equivalent relevant qualifications. 
	X
	
	
	X

	Experience/ Knowledge
	
	
	
	

	· Experience of administration
	X
	X
	
	

	· Good verbal communication skills and ability to express oneself clearly in writing
	X
	X
	
	

	· Proven understanding and commitment to promoting and valuing equalities and diversity.
	X
	X
	
	

	· Good administrative, filing and typing skills.
	X
	X
	X
	

	· Ability to create and update publicity, leaflets and newsletters.
	X
	X
	
	

	· Ability to demonstrate a sound working knowledge of IT packages including email, Microsoft Word, Excel and Publisher. 
	X
	X
	X
	

	· Ability to set up and maintain databases and spreadsheets.
	X
	X
	X
	

	Skills/ Competencies
	
	
	
	

	· Effective verbal and written communication skills.
	X
	X
	
	

	· Good organisational, workload management and prioritisation skills.
	X
	X
	
	

	· Demonstrate a flexible response to the role’s requirements and be willing to  work in a variety of settings.
	X
	X
	
	

	· Ability to work on own initiative.
	X
	X
	
	

	· Ability to understand and work within professional boundaries.  
	X
	X
	
	

	· Ability to maintain confidentiality and to deal with situations which could be upsetting or challenging.
	X
	X
	
	

	· Understanding and commitment to Equal Opportunities.
	X
	X
	
	

	DESIRABLE Criteria
	

	Qualifications & Experience
	X
	
	
	X

	· Qualification related to IT – for example ECDL or ITQ etc.
	
	
	
	

	· Experience of working together with other professionals from a range of agencies
	X
	X
	
	








off the record





Key�
Assessed by Application�
A�
�
�
Assessed at Interview�
I�
�
�
Assessed by Exercise�
E�
�
�
Documentary Evidence�
D�
�












Advocacy Service Administrator
Page 1 of 4
February 2010
Advocacy Service Administrator
Page 1 of 4
February 2010

