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JOB DESCRIPTION

Title:


Senior Administrator 
Reports to:

Chief Executive

Location: 

121 Spencer Road, BT47 6AE
Gross Salary:

£12,615 pro rata (£22,076 Full time equivalent)   

Contract Type:
Part time - 20 hours per week 

Purpose and function of post: 

(1) To develop Internal Quality Assurance systems and a Training & Development Framework

(2) To research, develop funding applications/tender documents, monitor and evaluate projects, and report to funding organisations. 
(3) To further the mission of the Churches’ Trust by providing effective and timely administrative support 
Duties and tasks:

Internal Quality Assurance / Training and Development 
· Establish and maintain a robust system of Internal Quality Assurance to meet the obligations of awarding bodies and funding organisations.

· Engage with project development and programme delivery, liaising with funders, project workers, and Chief Executive  
· Assist in the development and delivery of Skills Development Programmes, including Personal Skills Development, Good Relations Training, Employability and Essential Skills.  
· Maintain a register of tutors and teaching staff.

· Support tutors/mentors in design delivery and evaluation of training projects and activities.

· Oversee procedural matters relating to learner registration and quality assurance.

· Manage relationship with awarding bodies (CCEA, OCR, OCN).
· Develop measures that record the baseline position of the participants and track their progress and learning over the duration of a programme.  Maintain appropriate monitoring records and use a range of methods to record and share learning. 

· Ensure paperwork and appropriate filing system are maintained for programmes and programme participants. 

· To network with employers as potential placement providers for participants on programmes.

· Organise placements including assignment, vetting, insurance arrangements, and induction and review reports.  

· Assist with the practical development and delivery of employability skills; CV writing, job search, interview preparation and workplace etiquette.
General Administration
· Research new initiatives and funding opportunities, developing proposals in liaison with other staff, partners and agencies as required.

· Maintain up-to-date organisational policies and procedures ensuring review and amendments as required by legislation and regulatory bodies.

· Develop and oversee Risk Assessment, Health & Safety, and Data Protection policy and procedure adherence. 

· Maintain databases of services, providing statistical and analytical data to inform management reports, funding applications and stakeholder monitoring and evaluation. 

· Arrange invoicing for services provided /project drawdown, tracking receipt of payments and following up on outstanding payments where required.

· Oversee project and service monitoring and evaluation.
· Maintain register of volunteer activities, opportunities and engagement with the Churches Trust, supporting volunteers as required, and ensuring adherence to good practice with regard to volunteer management.  
· Oversee reception services, office facilities management, and information and communication technology. 
· Actively promote community relations in the North West area. 

· Work as part of the Churches Trust team, and when required, to provide occasional assistance and back up support with other programmes or activities.

· Adhere to existing working practices, methods, procedures, undertake relevant training and development activities and to respond positively to new and alternative systems.

· Adhere to Churches Trust policies and procedures including those relating to Equal Opportunities, Safeguarding children and child protection, Health & Safety at work.

· Any other reasonable duties as requested by the Chief Executive and relevant to the above post.

PERSONNEL SPECIFICATION

	Job Title:        Senior Administrator

	Essential Criteria
	

	Qualifications 

and Experience 


	A minimum of 3 years’ experience working in administration/ office management / other relevant posts.
A relevant 3rd level qualification. 

Strong organisational skills and ability to prioritise workload. 

Effective written and oral communication skills, eg. Report-writing, funding applications and project proposals, and presentation skills.
Extremely organised and able to keep and manage records relating to accreditation / evaluation and monitoring. 


	Skills & Abilities:

	Excellent IT skills:   Microsoft Office/ Word processing / spreadsheets/ social media / e-communications / finance systems.

Ability to monitor project budget and finances, and to report in accordance with compliance and funder obligations.

High motivation and creativity with the ability to work on own initiative, manage diverse activities and make decisions

Awareness and experience in dealing with Health & Safety, Data Protection, Child Protection and other critical workplace policies and procedures. 

Ability to work cooperatively and supportively.  Effective personal and interpersonal skills.



	Desirable Criteria
	

	Qualifications 

and Experience 


	Proven facilitation skills in working with people from disadvantaged backgrounds, people who are marginalised, and /or experiencing deprivation and isolation 

Experience in designing and delivering training programmes and /or innovative projects.  

Experience of writing and administering accredited/ non-accredited training courses. 

Experience of cross community, community relations and good relations work.

Assisting with the planning, organisation and delivery of community development events and initiatives.

Access to transport that will enable the post-holder to meet the requirements of the post in full.




