JOB DESCRIPTION

Project & Group Support /Administrator

The Small Group Project

Responsible to:  
Project Co-ordinator

Part time    

(20 hours)  Salary Scale 4 Point 19    £16740 Pro rata £9049  
Role and Responsibilities

· Working with the Project Coordinator to identify and meet the needs of small voluntary and community groups in the High Peak.

· Accompanying the Project Coordinator on occasions to provide support when working with groups.

· Providing secretariat and practical assistance to groups occasionally to support in times of need. 

· Researching appropriate sources of information and advice to assist the Project Coordinator.

· Working with the Project Coordinator to produce information, newsletters, and publicity materials.

· Typing, minute taking, photocopying and filing, including developing appropriate systems to readily access information and regular mailings to groups.

· Helping to organise training events and assisting with other special projects.

· Booking venues and ensuring access requirements are met.

· Keeping accurate records of the use of the services and resources of the Project.

· Working with other staff members of CVS in the maintenance of accurate and appropriate databases

· In consultation with the Project Coordinator, developing and maintaining monitoring and recording systems.

· Other duties as reasonably requested  

Requisite Skills 

· Good written and oral communication skills

· Accuracy and good attention to detail

· Good interpersonal skills and ability to empathise

· Efficiency 

· Good organisational skills

· Good IT skills including internet and researching ability

· A good team player

· Ability to work under pressure

· Knowledge of the voluntary sector

· Good time management skills

