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JOB & PERSON PROFILE
Service Administrator – Maternity Cover 

Magherafelt Shared Service Centre
Job Reference Number: NI072/17
Barnardo’s vision, mission and values

Vision:
To realise Thomas Barnardo’s dream of a world where no child is turned away

Purpose: 
To transform the lives of the UK’s most vulnerable children

Mission:

· to reach and help those children whose voices are unheard and whose needs are unmet

· to defend, safeguard and support them at key moments to change their lives for the better

· to fight to change policy, practice and public opinion, and

· to inspire our people and partners to unite behind our cause.

Values:

· respecting the unique worth of every person

· Encouraging people to fulfil their potential
· Working with hope
· Exercising responsible stewardship
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	SERVICE SPECIFIC INFORMATION



	The information contained below represents the specific area of work undertaken by the Service and is included to provide guidance to applicants on the context of this particular post.



	Initial Location of Post: 
NB: Barnardo’s reserve the right to reasonably move staff to any location where work is to be carried out 
	Address:
36a Westland Road
Magherafelt 

BT45 5AY


	
	Contact Telephone Number -
028 796 31344


	Client Group:
	8-18 years

	Service/Support Offered:
	The Children’s Service Administrator will be offering administrative support to the following services;
Young Carers Service

The Barnardo’s Young Carers Service is part of the regional NIRYCS (Northern Ireland Regional Young Carers Service). Young people who are caring for a relative at home and are impact by that role can be referred to the service by anyone including self-referrals.

Young carers may be looking after a sibling with a disability, a parent with a health (physical or mental) problem or a family member who has been misusing substances.

Choices Family Support

Choices Family Support Service is a unique partnership between Action for Children and Barnardo’s and involves close collaboration with a number of key agencies.  The service is targeted at young people and their families in the Children’s Services Planning, Northern Sector, who have been referred by any of the collaborating agencies.  The service also accepts self-referrals.  The young people will fall into one or more priority groups such as problems regarding mental and emotional well-being, living at home where their care is compromised, risk of offending, risk of becoming homeless, a parent with mental health problem or where they are at risk of not reaching full educational potential.  The Service delivers support services through a range of interventions including individual therapeutic support, group work for parents and young people and the use of volunteer mentors for adolescents and their parents/carers.
Jigsaw Project

Funded primarily by DSD, Jigsaw Service aims to address the barriers of educational achievement and improve the experience of school for children and their parents.  This is achieved through a range of interventions; including individual and group work with children and their parents, delivering information sessions, organising health initiatives and promoting school attendance and parental engagement in school meetings.  The service is delivered in a cluster of 3 primary schools in South Ballymena.


	Hours of Business:
	Mon-Fri 9am-5pm 

	Out of Hours Working: 
	As and when required


	JOB PROFILE




Job Title:


Service Administrator

Grade:



D18A

Department:


Children’s Services
Responsible To:
Children’s Service Manager or other identified Manager

Responsible For:
Supervision of admin assistant time and there may also be responsibility for supervising volunteers who are assisting with administrative tasks.
Job Purpose:

To be responsible for ensuring the administrative support to a service or group of services is provided in an efficient and effective manner.

Main Tasks and Responsibilities:

Premises and facilities management

· Provide and/or supervise the provision of an effective, service user friendly reception service.

· Provide and/or supervise the provision of efficient office systems, e.g. opening and distributing post, message taking, room booking and staff movement systems.

· In agreement with the appropriate manager, and in accordance with Barnardo’s policies and procedures, ensure the service is equipped with the necessary furniture, equipment and supplies.

· Liaise with staff from Property and Facilities Management (PFM) or external landlords as appropriate to ensure premises and vehicles used by the service are fit for purpose and well maintained.

· Ensure that systems are in place and working effectively to maintain appropriate standards of cleanliness and food hygiene within the premises used by the service.

· Undertake tasks delegated from the appropriate manager to ensure the premises and vehicles used by the service are secure and that systems to maintain security and safety are operating effectively. (This may involve key holder responsibilities.)

· As delegated by the appropriate manager, undertake or supervise health and safety and fire safety responsibilities.

Financial Administration

Preparing financial information

· Assist with budget preparation.

· Monitor income and expenditure against original budget and revised forecasts.

· Prepare audit information and reports as required.

Dealing with income

· Complete or supervise the completion of appropriate invoice paperwork.

· Ensure income is recorded and receipted according to Barnardo’s policies and procedures by undertaking the tasks directly or supervising others to do so.

· Ensure income is banked in a timely, safe and secure way.

Dealing with expenditure

· Manage the Imprest account to support effective and timely service delivery.
· Ensure invoices are coded according to Barnardo’s requirements by undertaking the tasks directly or supervising others to do so.

· Maintain the required documentation regarding invoicing and commitments.
· Ensure staff and volunteer expenses are paid in a timely manner according to Barnardo’s policies and procedures by undertaking the tasks directly or supervising others to do so.

· As delegated by the appropriate manager, undertake journal transfers.

Checking income and expenditure

· Undertake required checking processes including payroll reconciliation in a timely manner at the agreed frequency.

Payments to Carers and/or service users (if applicable)

· Ensure that systems to make required regular payments to carers and/or service users are in place and implemented efficiently in line with Barnardo’s UK policies and local procedures.

Service user records’ administration

In accordance with Barnardo’s UK policies and local procedures:

· Undertake or supervise the administration of service users’ referrals from external agencies.

· Undertake or supervise the administration of maintaining service user records.

· As required, assist in supporting access to records by service users and information sharing to external agencies.

Production of management information

HR Information

· In accordance with Barnardo’s policies and procedures, ensure appropriate authorisation and enter staff employment information, e.g. leave, sickness and absence, on the required system (or supervise others to do these tasks).

Financial Information

· Produce reports on financial information for internal and external audiences as required.

Service user Information

· Produce reports aggregated from service user records for internal and external audiences as required.

Other

· Ensure the service’s key documentation and information systems are set up and maintained according to Barnardo’s UK policies and local procedures.
Support and provision of secretarial/administrative services

· Carry out directly and/or supervise the provision of all secretarial/administrative duties as required to support the delivery of the service.

Staff Management

In accordance with Barnardo’s policies and procedures:

· When required, recruit, induct and supervise administrative assistants and/or domestic staff.

· Support the induction and training of all service staff in matters connected to the administration of the service, including the use of IT systems.

Other Duties

Undertake any other duties as required by line management to support effective frontline delivery of service.

This Job Description and Person Specification reflect the duties of the post as they exist at this time and may be subject to changed based on the needs of the Department Programme.  The post-holder may be required to undertake other duties commensurate with the salary and competence requirements of this post from time to time as required.

Pre-employment checks will be required for the role.

	PERSON PROFILE



	POST TITLE: 
	Children’s Service Administrator – Maternity Cover

	REGION/NATION: 
	Northern Ireland 

	LINE MANAGED BY:
	Children’s Services Manager

	SUPERVISORY RESPONSIBILITY FOR:
	Administrative Assistant


	Requirement
	Service Specific Qualifying Factors  
	Essential/
Desirable
	Method of Measurement

	Knowledge/Qualifications

Well-developed numeracy and literacy skills at a level which will enable post holder to perform moderately difficult calculations and produce reports.
Experience

Proven substantial office experience.

Proven substantial experience of using IT packages including word processing, spread sheets, databases, and Windows applications.

Experience of operating financial systems including petty cash, budget monitoring and control.

                                                                                               Experience of premises/facilities management.

Experience of dealing with members of the public and other agencies

	Experience of working in a busy office environment

Experience of producing and calculating financial reports 
Experience of supervising staff

	All Essential


	Assessed at Interview

All Application form & Assessed at Interview




	Requirement


	Service Specific Qualifying Factors  
	Essential/

Desirable
	Method of Measurement

	Skills 

Numerate, accurate, methodical and analytical.

Able to manage the workload appropriately, demonstrating efficiency and reliability, including meeting deadlines.

Able to manage the office, service and staff in a confidential, innovative, adaptive and consistent manner.

Capable of working in partnership with all staff, but particularly the Children’s Services Manager, demonstrating positive team working.

Able to work independently without direct supervision, demonstrating initiative when required.

Able to delegate work effectively if applicable.

Flexible and adaptable (particularly in relation to working  hours and location)


	Ability to efficiently produce accurate reports based upon the use of sound numeracy and literacy skills.


	All Essential


	All Assessed at Interview



	Please Note: Applicants must demonstrate in their application form that they currently use the skills outlined above or have used them previously in employment, education, training, volunteering etc.


	Requirement


	Service Specific Qualifying Factors  
	Essential/

Desirable
	Method of Measurement

	Circumstances/Health

Able to meet the requirements of Barnardo’s no smoking at work policy

If applicable, receives a satisfactory Enhanced Disclosure Clearance via the Disclosure and Barring Service formally the Criminal Records Bureau
Managing Diversity

Able to recognise the unique potential that individuals from differing backgrounds, experiences and perspectives bring to Barnardo’s

Barnardo’s Basis and Values, and Equality Code of Conduct

Actively demonstrate Barnardo's Basis and Values and Equality Code of Conduct in all areas of work:
· Respecting the unique worth of every person

· Encouraging people to fulfil their potential

· Working with hope

· Exercising responsible stewardship

	The successful applicant for this post will be subject to an Enhanced Access NI check.  


	All Essential


	Assessment at Interview

Post Selection Check

All Assessment at Interview




	OUTLINE TERMS & CONDITIONS OF EMPLOYMENT



	The following information represents the key terms & conditions of this post and should not be viewed as a Contract of Employment.



	This is a Fixed Term post to cover maternity leave


	Salary:
	£17,222 - £20,186 per annum.  Grade D18A paid pro rata.  

Starting salary will normally be  at the minimum of the pay range  



	Hours:
	36.25hrs per week worked to meet the exigencies of the service 


	Place of Work:


	You will be based at Magherafelt Office, but may be required to work at any place where work has to be performed on behalf of Barnardo’s as it may reasonably determine.



	Pay Periods:
	23rd monthly; direct to building society/bank account



	Probationary Period:
	Normally six months



	Appraisal:
	Annual



	Holidays:


	26 days per annum. Leave entitlement is increased by 3 days on completion 

of 5 years’ Barnardo’s service.  In addition, ten statutory holidays are granted.  



	Pension:
	Eligible for membership of Barnardo’s Retirement Savings Plan



	Smoking Policy:
	Barnardo’s operates a smoking policy



	CLOSING DATE FOR RECEIPT OF COMPLETED APPLICATIONS IS

12.00 NOON, Thursday 28 September 2017
INTERVIEW DATE Monday 09 October 2017
A waiting list of suitable candidates may be maintained for a period of up to nine months



PLEASE NOTE





Barnardo’s uses generic job profiles and person profiles when advertising its posts.  





Therefore when completing the application form applicants must also take account of the Service specific information provided in the pack and evidence should be provided based on all the information sought and in the context of the service specific qualifying factors outlined in the person profile.�
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