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Posts advertised are open to women only.  For this post being a women is a genuine occupational requirement in accordance with Article 10 (2) (e) of the Sex Discrimination NI Order 1976 (as amended).  

In order to comply with the Safeguarding Vulnerable Groups (Northern Ireland) Order 2007 Women’s Aid Federation Northern Ireland are required to explore the successful candidate’s suitability to work with vulnerable adults and children through ACCESS NI pre-employment screening.  

	JOB DESCRIPTION:
	administrative support worker 

(Maternity Cover – MINIMUM 10 MONTH CONTRACT)  



	RESPONSIBLE TO:

CONTACT WITH:
	FINANCE & ADMIN WORKER
All Women’s Aid staff, volunteers, service users 

	
	


	LOCATION:
	Women’s Aid Federation Northern Ireland,

129 University Street, BT7 1HP , Belfast

	
	

	
	

	KEY RESPONSIBILITIES:

	

	Work as part of the administrative team to:

· Manage switchboard, busy reception area, and voicemail system.

· Provide and maintain secretarial and administrative support services, i.e. word processing, photocopying, filing, record keeping, and mailing.



	· Maintain the registering, monitoring and servicing of all Women’s Aid Federation NI training events.

	· Assist with the upkeep of Women’s Aid Federation NI social media platforms.

	· Prepare, organise and distribute regular monthly mailouts to Women’s Aid Federation NI Management Board.  

	·  Maintain Federation databases, e.g. mailing list database, service provision                   

     database, and statistical information database.                                      

	· Maintain workload with efficiency and effectiveness.  


	SPECIFIC DUTIES

	
	

	1.0
	RECEPTION DUTIES 

	
	

	1.1
	Switchboard and reception management.  

	
	

	1.2
	Ensure all enquiries are dealt with swiftly, effectively, and courteously, in particular sensitively handling advice calls that may be of a distressed nature, and ensuring they are passed on to the appropriate staff member.

	
	

	1.3
	Assist with the efficient organisation and administration of the Federation office.

	
	

	1.4
	Maintain and supervise stocks of stationery, equipment, furniture and fittings in line with organisational procedures.

	
	

	1.5
	Liaise with suppliers of goods and services as required.

	
	

	1.6
	Ensure reception and meeting rooms are presentable at all times. 




	2.0
	ADMINISTRATIVE DUTIES 

	
	

	2.1
	Provide word processing support (e.g. memos, letters, reports, minutes, etc) accurately and within timescales.   

	
	

	2.2
	Assist in producing reports as required.   

	
	

	2.3
	Provide minute/action recording and transcribing for Federation meetings.  

	
	

	2.4
	Ensure all photocopying is completed to meet required deadlines.  

	
	

	2.5
	Assist with maintaining and updating appropriate record keeping systems.  

	
	

	2.6
	Deal with general queries by phone, letter, email, fax or otherwise and refer such queries to appropriate staff when necessary.  

	
	

	2.7
	Assist Federation staff with arrangements for courses, meetings and travel.  

	
	

	3.0
	Support for meetings 

	
	

	3.1
	Co-ordinate internal meeting / training room bookings ensuring room, catering and material requirements are met.

	
	

	3.2
	Co-ordinate external meeting / training room bookings ensuring room, catering and material requirements are met.

	
	

	3.3
	Maintain venue booking registration for both internal and external meetings.  

	
	

	3.4
	Enter information required onto electronic calendar daily.  

	
	

	3.5
	Ensure all visitors are welcomed courteously, report to reception and sign in / out of visitors book.  

	
	

	3.6
	Ensure in / out board for staff and volunteers is updated at reception.  

	
	

	
	

	4.0
	CONFIDENTIALITY

	
	

	4.1
	Respect the confidentiality of all information received as a result of the post holders duties.


	5.0
	REPORTS AND MEETINGS

	
	

	5.1
	Provide verbal and written reports as requested.

	
	

	5.2
	Regularly attend team and supervision sessions.

	
	

	5.3
	Inform and liaise with the Finance & Admin Worker on a regular basis to ensure effective and efficient work practice.

	
	

	5.4
	Be aware of your own training needs and attend relevant training courses in consultation with your line manager.



	6.0
	Women’s Aid Federation Structure

	
	

	6.1
	Participate in strategic and operational meetings with colleagues from the Federation and Local Groups.  

	
	

	6.2
	Participate in task groups which promote the work of the Federation as and when required.

	
	

	6.3
	Ensure that the project and services adhere to the Federation agreed policies and procedures and organisational frameworks.

	
	

	6.4
	Ensure health and safety regulations are adhered to and that awareness of these issues is raised within the workplace as appropriate.

	
	

	7.0
	ATTITUDES AND BEHAVIOUR

	
	

	7.1
	Adhere to the ethos of Women's Aid displaying attitudes and behaviours appropriate to the organisation and respect the rights and responsibilities of others.

	
	

	8.0
	OTHER

	
	

	8.1
	Undertake other such reasonable duties as the Federation may from time to time require.


	TERM/HOURS:
	37 Hours 

Maternity Cover – Minimum 10 Month Contract 

	
	9.00am to 5.00pm Monday to Thursday
9.00am to 4.30pm Friday

	
	

	SALARY SCALE:
	NJC Point 14 £16,231 (2015-16)

	
	

	HOLIDAYS:
	25 Days Annual Leave Pro rata
12 Days Bank Holidays Pro rata

	
	

	PENSION SCHEME: 
	Women’s Aid Federation NI operates a Flexible Retirement Plan with the Pensions Trust membership of which is optional.

Women’s Aid Federation contributes 8% to the scheme, employees are entitled to join in their third month of employment.  
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