
ARMAGH TRAVELLERS SUPPORT GROUP
Job Description
Job Title
  Project Administrator
Salary


NJC Scale 4 £18’070-£20’138 (Point 20-22) 
Hours



10 hrs per week (Flexible)
Location


Ward 1, St Luke’s Hospital, Loughgall Road, Armagh
Responsible to
Project Manager
Timeframe
Ends 31st March 18 Possible extension dependent on funding
Main Purpose 

To provide an efficient financial and administrative support service to the Project Manager and the Organisation. 

Main Duties

1. Maintain accounting system for the payment of accounts and maintenance of appropriate accounting records for grants and other expenditure.  Maintain and keep appropriate records for a petty cash system.  Compile monthly management accounts up to trial balance.

2. In conjunction with the Project Manager prepare monthly and quarterly budgetary and financial control systems, and liaise with the accountant on the preparation of annual accounts.
3. Purchase office supplies and equipment as approved by the Project Manager in line with financial procedure.

4. Maintain filing system. Provide an accurate word processing service and photocopy, collate and bind documents and papers as required

5. Prepare and record outgoing correspondence for mailing.  Ensure incoming mail is recorded and passed to the appropriate person.

6. Establish office management systems.

7. Database management.

8. To participate in training as and when required.

9. To keep strictly confidential any information regarding the children, their families and others in line with organisational policy and procedure.

10. Undertake any other duties relevant to the post.

Armagh Traveller Support Group
PERSONNEL SPECIFICATION FOR 
PROJECT ADMINISTRATOR’S POST

	Requirements
	Essential
	Desirable



	Qualifications


	5 GSCEs at Grade C or above (inc English Language and Maths) or equivalent.
Relevant qualification in computers

RSA Stages 1 & 2 in Word Processing or Typewriting
 
	NVQ Level 2 in Business Administration

C.L.A.I.T / ECDL

	Experience


	At least 5 years paid administration experience.

Experience of word processing, spreadsheets and database.

Experience of office management systems
Good organisational skills and the ability to plan and prioritise workload.

A sound knowledge of preparation of computerised accounts, bank reconciliation and petty cash.

Provision of monitoring budgets

Experience of payroll processing.

Use of Windows based software inc. database and spreadsheets.
	Previous experience in dealing with the benefits system.

Previous experience of working with Travellers.

Knowledge of the community/voluntary sector (paid/unpaid).



	Abilities


	Excellent communication skills, both written and oral.

The ability to write accurate reports.
The ability to accurately take minutes at meetings.
Good telephone manner.


	Previous experience of

Management of voluntary sector funding.

Have an awareness of the Race Relations NI Order 1997.

	Circumstances


	 
	Holder of a current, clean driver’s licence and access to a car.

	Equal Opportunities
	Commitment to equality of opportunity in all aspects of work.


	



