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Victim Support NI




JOB SPECIFICATION



Title
: Administration and Support Officer   
Responsible To
: Administration Coordinator
Location

: 6th Floor Embassy Building, 3 Strand Road, Derry, BT48 7BH 
Hours of Work
: 17.5 hours per week working pattern (Hours and Patterns to be confirmed). 
Duration

: Fixed term (1 year)
Salary


: £16,939.72 per annum pro rata
Purpose: 

To provide initial support to victims/witnesses and maintain effective administrative systems.
Dimensions:

Direct Reports: 
Nil

Budget responsibility: Nil

Volunteering:   Victim Support Northern Ireland is a volunteer delivered service.  In respect of this we encourage an ethos of volunteering throughout the organisation.

Main Responsibilities:

·  Providing administrative support to the staff and volunteers 
· Making contact with people who have recently experienced crime to explain our services and generate appointments with volunteers.

· Reception duties which include welcoming clients and volunteers to the office, dealing with face to face enquiries from members of the public and maintaining the reception area.
· Providing the first point of contact within VSNI. This may include dealing with emotive situations or distressed callers and escalating as appropriate
· Administration of the Criminal Injuries Compensation Scheme within statutory deadlines until first decision from Compensation Services is received.  

· Timely and accurate logging of information on our client management system, liaising with clients and other agencies to gather and distribute the required information to meet the Scheme requirements.

· Sending letters and emails and filing all relevant information in line with internal processes.

· Maintaining a client booking system to ensure availability of rooms and facilities for clients and volunteers.

· Maintaining office equipment, equipment register and stationery supplies.

· Full compliance with all financial, HR and other corporate responsibilities as appropriate to the post.

· Ensure that all Victim Support NI policies, particularly those relating to Health & Safety and Equal Opportunities are applied.

The above detail of main responsibilities is not intended to be an exhaustive listing and the post-holder may be expected to accept additional / amended responsibilities in line with the organisation’s needs. Such additions / amendments will be in line with the capabilities of the post-holder.
Qualifications:
5 GCSE’s / ’O’ levels / Equivalent including English and Maths grade C or above with a minimum of two years’ experience in the provision of an effective administration service in an office environment
Or

Five years’ experience in the provision of an effective administration service in an office environment.
Skills and Experience

· Proven organisational skills in an office environment

· Proven communication skills both verbal & written especially in the area of dealing with Customer/Clients
· Experience of both internal and external stakeholder engagement

· Experience of dealing with confidential information - both verbal and written

· Experience of dealing sensitively with people in emotive situations
· Proven record of valuing accuracy and attention to detail within your work
· The post holder must be proficient in the use of Microsoft Office packages
National Occupational Standards:

Each post in Victim Support has a number of key competencies identified through National Occupational Standards which provide a framework for development and performance management.  The following have been identified for this role.

Implement, monitor and maintain administrative services 

Provide initial support to victims, survivors and witnesses and assess their need for further support
Provide and receive Referrals on behalf of Clients
Communicate effectively with people
Work within your business environment
Organise and Record Meetings
Advocate on behalf of individuals
Ensure compliance with legal, regulatory, ethical and social requirements
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