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	JOB DESCRIPTION:
	Domestic/Sexual Violence Support /Admin worker 37.5 hours Fixed Term – 10 Months

	RESPONSIBLE TO:
	Chief Executive Officer

	LOCATION:
	Women’s Aid Armaghdown venues 

	Ref:
	D/SVAMIN1/F17

	KEY RESPONSIBILITIES:
	This is a key role, supporting the work of the Organisation at the most senior level.

	

	You will report directly to the Chief Executive Officer (CEO) and will be required to:

· Support the CEO in the achievement of his/her strategic objectives

· Support the CEO in his/her daily supervision of the senior management team

· Support the effective operation of the Board of Directors



	· You will have access to confidential information, requiring absolute discretion at all times.

· You will have the ability to organise and prioritise tasks and manage complex delegated projects.

· You will plan, organise and anticipate strategic and operational activities critical to the business plan and participate in the CEO’s fulfilment of his or her objectives within it.

· You will be responsible for supporting all aspects of the CEO’s work including communications, appointments and the diary, travel and accommodation as required in addition to managing dates, producing agendas, minutes and all key paperwork for meetings.

· You will deal with a range of external stakeholders including key client groups, with industry, business support and media development agencies at local, regional and national levels in addition to the Company’s board.

· You will ensure the CEO’s office is accessible to all and perceived as operating effectively and efficiently in matters that impact on internal and external communities and the fulfilment of their needs.


	1.0                       Key Responsibilities

	1.1
	Ensure statutory requirements are identified and met

	1.2
	Ensure commitment to equality of opportunity is made real

	1.3
	Contribute to the overall development of the organisation and its activities

	1.4
	Maintain and develop systems, procedures and records to maximise the CEO’s effectiveness

	1.5
	Ensure necessary records are maintained that can readily provide current, accurate and accessible information 

	1.6
	Work within the framework of the organisational plan as directed by the CEO

	1.7
	Support the CEO in the preparation and presentation of reports, proposals, budgets and related activities in servicing and developing contracts and relationships with stakeholders and partners

	1.8
	Support the CEO in the preparation of all documentation required for key decision making.

	1.9
	Under the guidance of the CEO ensure organisational methods for monitoring and evaluating the effectiveness and impact of strategic initiatives.


	  2.0
	ADMINISTRATIVE DUTIES 

	  2.1
	Comprehensive administration duties in support of the CEO   

	  2.2
	Acting as the principal conduit on behalf of the CEO for communication with the senior management team 

	  2.3
	Arranging the CEO’s involvement in all organisational activities that warrant her input  

	  2.4
	Arranging travel and accommodation for the CEO  

	  2.5
	Day to day planning and organisation of the CEO’s diary  

	  2.6
	Dealing with the CEO’s communications and correspondence  

	  2.7
	Taking responsibility for the ordering of stationary and office supplies  

	  2.8
	Servicing the Board including the production of agendas, minutes and key papers

	  2.9
	Taking action notes at all meetings as directed by the CEO

	  2.10
	Undertaking mailings and communication campaigns as directed by the Chief Executive

	  2.11
	Setting up and maintaining the integrated electronic and paper based filing systems

	  2.12
	Working with the team to maintain and develop databases and mailings.

	  2.13
	Developing lists to ensure they are current and up to date at all times

	  2.14
	Work with the team in establishing and promoting the business of the organisation and the CEO’s leadership of it.

	  2.15
	Any other duties appropriate to the post


	
	

	  3.0
	CONFIDENTIALITY

	  3.1
	To respect the confidentiality and data protection of all information received through the office holders’ position in accordance with the organisation’s policies and Procedures.  


	4.0
	Organisation Structure

	4.1
	To participate in strategic and operational meetings with colleagues both internally and externally.

	4.2
	To participate in task groups which promote the work of the Women’s Aid Armaghdown as and when required.

	4.3
	To adhere to the organisation’s policies and procedures and organisational frameworks.

	4.4
	To ensure health and safety regulations are adhered to and that awareness of these issues is raised within the work place as appropriate.

	
	

	5.0
	ATTITUDES AND BEHAVIOUR

	5.1
	Adhere to the ethos of Women's Aid displaying attitudes and behaviours appropriate to the organisation and respect the rights and responsibilities of others.

	6.0
	OTHER

	6.1
	· To be part of the Back-Up Rotas for Refuge as needs required:

· To attend meetings and training days as required:

· To Participate in fundraising activities as required:

· Undertake other such reasonable duties as the Women’s Aid Armaghdown may from time to time require.


	
	

	TERM/HOURS:
	37.5 hours – Fixed Term 10 months 

	
	

	SALARY SCALE:
	£8.92 per hour 


	
	

	HOLIDAYS:
	25 DAYS

11 Days (Bank Holidays)
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