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Position:
Section Administrator, Policy and Public Affairs
Term:





Fixed term for 1 year 
Location:




Edinburgh
Responsible to:



Community Action Manager
Line manager responsibility:

None
Budget responsibility:


No
Date:





November 2017
Main Purpose of Job:

To provide an efficient administrative function to the Policy and Public Affairs Section which consist of the following teams: Community Action, Policy, and Research. These are three busy teams dealing with proactive and reactive work on a daily basis and as such need support with the following key duties:

· routine administrative work e.g. compiling reports, distributing materials, manage correspondence, organise team diaries and calendars

· minute taking, organising papers and agendas for meetings

· monitor and maintain team budgets

· budget reconciliation and reporting

· organise a variety of events and meetings

· support the production and distribution of the work of the section including maintenance of databases.

Key Responsibilities:

· Monitor, reconcile and maintain team budgets; production of reports relating to team budgets; raise purchase orders and invoices and process and record spend relating to purchase orders, invoices, expenses and the team debit card; ensure spending remains within allocated budgets; contracts and subscriptions are maintained; and plan for future budgeting.

· To provide an efficient administrative function including dealing with correspondence, formatting and proof reading reports and other documents, and maintaining an effective filing system. 

· Provide efficient administrative and organisational support for events, focus groups, and meetings, prepare agendas and minute meetings. These can be small internal meetings, Committee meetings, large and complex meetings or large external events.

· Support the production and distribution of the work of the section including organising printing and mailings and updating web communications.

· Maintain and update various section databases including contacts database and support the team to keep up-to-date with work recording and reporting. 

· Provide administrative support for all citizens advice bureaux grant funding processes including communications with bureaux and liaising with the Finance Dept. 

· Arrange travel and accommodation for team members via the team debit card and online bank account.

· Work across the teams within the PAPA section to ensure smooth operation and communication of the whole section.

· Be part of the wider CAS administrative team including being a part of reception cover, mail rotas, and minute taking. 

· Undertake other administrative duties as may reasonably be requested by the Community Action Manager and Policy Manager. 

The above job description is not exhaustive and is clarified to include broad duties inherent in the post. Evaluation and development of this post may, in time, indicate a need to revise duties herein. 
Person Specification:
	Knowledge, Skills and Experience

	Essential:

1. Excellent and proven administrative skills, including arranging and minuting of meetings and events; dealing with correspondence; and creating/maintaining databases.

2. Experience in the administration of budgets, including the recording of expenditure, reconciliation and reporting.

3. High levels of accuracy, attention to detail and written communication skills, including appropriate usage of different formats and styles, 

4. Excellent organisation and prioritisation skills.

5. Excellent time management skills.

6. Strong record keeping skills.

7. Experience in designing and formatting of publications.

8. Excellent interpersonal skills with the ability to relate successfully to a wide range of colleagues, stakeholders and external contacts.

9. Positive and enthusiastic approach and a willingness to contribute ideas for improvement in the administration of the section.

10. Proven ability to plan ahead, organise and prioritise workload, including the competing demands of large workloads across multiple teams and often within tight deadlines.

11. Ability to work on own initiative with minimum supervision as well as part of a busy team.

12. Experience in working with confidential information and dealing appropriately with it.

13. Ability to track and understand team, section, and corporate priorities.

14. Proficient in Microsoft Office programmes, in particular Excel and Word and database programmes.
Desirable:

1. Experience of using content management systems (CMS) and SharePoint

2. Understanding of the Scottish CAB service aims and familiarity with the work of CAS 

3. Previous experience in a busy office environment

4. Experience of taking Committee meeting/large complex meeting minutes.


	Values and Attitudes

	1. A team player who is willing to contribute ideas and initiatives to improve the operation and coordination of the team.
2. Is accurate, pays attention to detail and ensures tasks are completed on time.

3. Has the confidence to encourage team members to meet deadlines and follow team procedures.  
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