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Job Description

	Job title:
	Administration  Assistant (duty service)


	Salary:

	[bookmark: _GoBack]£20,394 per annum

	Hours:

	37 hours per week – there is a flexitime system in operation

	Contract type:

	Fixed Term up to 6 months

	Reports to:

	Senior Administrator

	Office base: 

	Connected Voice,  Higham House, Higham Place, Newcastle upon Tyne, NE1 8AF  

	Last reviewed:

	May 2022




The role of Advocacy Administration Assistant is pivotal within Connected Voice Advocacy (CVA) as our team are often extremely busy with case work and we require a confident, dynamic and competent administrator to support individuals and the team to enable them to work as efficiently as possible for the benefit of our service users.  
You will be expected to deal calmly with our services users, some of whom may be distressed or may not have English as a first language.  We require our administrator to be a reliable and systematic to meet the demands of a complex service and to support us to develop innovative and exemplary ways of working.  This will involve a range of tasks and an ability to respond flexibly and sensitively in a busy environment.  You will work within the Connected Voice agreed policies and procedures.


Job purpose	

To provide a high quality and efficient customer service to our service users and process referrals to the service. To ensure that CVA has effective administration systems in place and to support the Senior Administrator and Advocates.





Main responsibilities
1. Client administration (Duty service)

1.1 To be the first point of contact when dealing with all customers and taking referrals to our service, providing reception duties including answering the telephone, attending to visitors, professionals and service users to the office 

1.2 To respond sensitively and appropriately to enquiries by signposting to other services, negotiating bespoke contracts or taking a referral into one of our existing services 

1.3 To receive and process all new referrals to all our services 

1.4 Maintaining and updating CVA database with referral details 

2. Office administration

2.1	To assist the Senior Administrator with tasks including data processing, mail outs, filing, photocopying, scanning, and preparing hospitality for meetings

2.2 To assist with administrative and smooth running of Connected Voice Advocacy. The post holder will perform all normal secretarial duties – word-processing, filing, arranging meetings and conferences, minute taking, copying and mailings.

2.3	Make practical arrangements for CVA meetings and training events including researching venues (looking at cost, accessibility and being suitable for purpose), refreshments and registration

2.4	Contribute to the maintenance of records on the CVA database to ensure the service user and stakeholder information is as accurate as possible

2.5	Provide administrative support for collating monitoring information for the purpose of measuring the effectiveness of the Connected Voice Equity, Diversity and Inclusion Policy.

2.6	Assist the Office Manager and Advocacy Senior Administrator in the recruitment and induction of new staff.

2.7	Maintain appropriate accessible electronic and manual systems for the storage and retrieval of data

2.8	Liaise with a wide range of individuals and organisations on behalf of Connected Voice Advocacy

2.9	To assist with the production and distribution of publicity and other promotional tools

2.10	To assist with promotion of CVA through social media as well as social media for the whole organisation
2.11 	To assist with the coordination of purchase, setting up, maintenance and repair of IT and telecoms equipment 
2.12 	To assist with the configuration and installation of new computer hardware and software under the direction of the Office Manager

2. 	Support monitoring and financial administration
2.1	To assist with data entry into and the production of monitoring reports from the case management database
2.2	To liaise with the finance department with invoicing and financial administration
2.3	Arrange authorisation and paperwork in advance of purchases

3.	General requirements
3.1	To contribute to developing Connected Voice and all of its services
3.2	To attend staff meetings, team meetings, supervision, annual appraisal and other meetings as required
3.3	To maintain up to date knowledge and skills required to fulfil the duties of the post including taking part in training, information briefings and reading
3.4	To work within all Connected Voice values, policies and procedures in particular health and safety, equality and diversity, data protection, code of conduct and confidentiality
3.5	To ensure equality and diversity is integral to Connected Voice’s work and that the needs of people, groups and communities that experience disadvantage and/or discrimination are prioritised
3.6	To carry out occasional other duties as agreed in line with the aims of Connected Voice
3.7	Handle confidential documents and information, including personnel and data protection, in a sensitive, confidential and appropriate manner. 
3.8	Undertake such personal training as may be required to keep up-to-date and fulfil the professional requirement identified for this job description.

PERSON SPECIFICATION
Essential requirements necessary for the role
· Excellent Customer Service with good written and oral communication skills with a variety of audiences
· An ability to deal with a wide range of people, some of whom will be distressed, in an effective and sensitive manner
· Research and signposting skills
· Competence in IT skills in Microsoft Office, use of email and internet
· An ability to produce documents to an accurate and high standard of presentation
· An ability to enter data, run monitoring reports and maintain records in a database
· Experience in producing accurate notes of meetings
· Good level of organisational skills and the ability to prioritise and work to deadlines in a busy environment
· An ability to work autonomously when required and in a team environment
· Commitment to equality and diversity and to providing accessible communications
· Experience of using websites and social media (Facebook, Twitter etc.)
· Good understanding of the health and social care sector
· Good understanding of safeguarding, general data protection regulations, health and safety and equalities legislation

Personal attributes 
Essential 
· Commitment to the values, aims and purpose of Connected Voice 
· Commitment to detail, ensuring all work is accurate, concise and understandable
· Commitment to equality and diversity
· Enthusiasm, energy, and resilience
· Understanding of how to work within professional boundaries
· Willing to work in co-operation with team members
· Willing to work flexibly and creatively within their role
· Organisational and time management skills
· The ability to work effectively with minimal supervision and on own initiative


Equity, Diversity and Inclusion
Connected Voice is committed to promoting equity, diversity and inclusion and will take steps to challenge discrimination, harassment and victimisation in everything that we do.
No organisation or individual to whom we provide services will be disrespectfully treated or discriminated against by us on any condition or requirement that cannot be shown to be justified including but not limited to the nine protected characteristics defined in the Equality Act 2010

Notes
· All jobs are subject to change from time to time and this job description will be reviewed

· The job description is a guide to the work required to be undertaken and represents a range of responsibilities in line with the grade for the post

· All posts are subject to a 6-month probationary period

General Data Protection Regulation (GDPR)

· Connected Voice has included with the application pack the Employee Data Protection and Privacy Policy which sets out information in relation to the processing of employee and recruitment data.

· The information you provide on the application form is strictly confidential.  It will only be seen by the interview panel and recruitment administrator.  However, if you are offered employment with us it will be placed in your personnel file to which only the Chief Executive, Office Manager, Chair and Vice Chair will have access.  If appointed the application form will be kept for the duration of your employment and for nine months afterwards.  If you are unsuccessful in your application for employment, your application form will be held for six months following your interview in the event there are any queries and will then be shredded.

· As part of our assessment, we may have to carry out checks to verify the information provided by you.  We may obtain information about you from third parties (including referees) and disclose your personal data to certain third parties such as law enforcement bodies for this purpose.


Terms and Conditions

	Holidays: 
	29 days per annum, bank holidays plus 3 days between Christmas and New Year (pro rata for part time hours)

	Pension:
	Scottish Widows pension scheme – up to 5% employer and employee contribution

	Probation

	There is a probationary period of 6 months

	Notice
	A minimum notice period of 2 months on either side


	Benefits:

	· Enhanced sickness benefit scheme depending on length of service
· Life insurance – two times salary cover
· Flexitime system in operation
· Credit Union savings scheme – save directly from salary
· Bike to Work scheme
· Corporate metro pass scheme
· Long service awards

	Connected Voice awards
	· Investors in People
· Real Life Living Wage Employer
· North of Tyne Good Employer Award
· Time to Change – Mental Health 
· Better Health at Work – Gold Level
· NAVCA Award for Leadership 2019
· NAVCA Award for Embracing Digital 2019
· ‘Outstanding Service’ category for the Advocacy National Awards 2018
· Advocacy QPM Award 2019


	
To find out more about this post download a pack from www.connectedvoice.org.uk/jobs
(Please note that CVs will not be accepted)
Closing date for receipt of application forms is 12.00 noon on 20 May 2022
Interviews will be on a date to be confirmed
Connected Voice is an equal opportunities employer
Registered charity:		1125877
Company registration:	6681475
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