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Headway East London 
Timber Wharf, 238-240 Kingsland Road
London, E2 8AX
Tel: 020 7749 7790 

Fax: 020 3582 4688 
May 2016

Dear Applicant,

Re: Administrator
Thank you for your interest in the above vacancy with Headway East London. All the information you need about Headway East London can be found on our website www.headwayeastlondon.org and our blog http://headwayblog.blogspot.co.uk.

This role is being offered on a full-time basis on a one year fixed term contact. Part of the role is covering maternity leave but we are also expanding our administration team and, at the end of the one year period, plan to retain some of these hours on a permanent basis at a minimum of 17.5hours/week (half-time).

The starting salary for this position is £18,138.83 per annum. The job description and person specification are attached. In order to apply you will also need the following documents, which can be downloaded from the website or sent to you in the post on request:
· Application form

· Ethnic monitoring form

Please ensure you address the requirements as laid out in the job description and person specification when completing page 4 of your application and ensure all other sections of the form have been completed. Incomplete applications will not be considered and CVs will not be accepted. 

Please send your completed application to recruitment@headwayeastlondon.org by 9am on Thursday 9th June 2016. Interviews for the position are scheduled to take place beginning of week commencing 13th June 2016.

If you would like further information about the role, please get in touch (my email and number are below)

If you have not heard from us by the third week of June 2016, please assume that your application has not been successful.

Yours faithfully,

Anthony Bonfil
Chief Executive
Email: anthony.bonfil@headwayeastlondon.org
Tel: 020 7749 7790
Job Description

Job Title:


Administrator

Service/Dept:

Administration
Line Manager:

Director of Services
Based at:


Headway East London
Hours:


Full-time (35 hours)
Contract:
One year fixed term

(Thereafter there will be part-time hours available on a permanent contract)

Background

Headway East London runs services for brain injury survivors from its centre in Hackney. The services include a day service (Headway House & Young People’s Group), Community Support Worker Service, Therapy Service, Casework Service and Family Support. 
Main Purpose of Post: 

Carry out general administrative tasks to ensure the efficient day-to-day operation of the organisation.

Carry out administrative tasks to support the service managers, specifically in the Community Support Worker and Therapy Services.

Summary of Key Responsibilities & Duties
General Duties

1. Answer general phone inquiries and direct them to the appropriate staff member
2. Greet visitors including clients, volunteers and members of the public
3. Manage the centre registers and diary and upload information to the relevant database/spreadsheet
4. Book and cancel member transport as required
5. Manage mail including opening mail, franking and posting outgoing mail

6. Distribute faxes and deal with courier deliveries
7. Count incoming cash including money from the kitchen till
8. Manage member accounts
9. Make up member/client files for all services
10. Update and maintain the member database (CharityLog)

11. Undertake a regular stocktake of office, kitchen and janitorial supplies; purchase, receive and store supplies ensuring that basic supplies are always available
12. Manage room bookings
13. Provide administrative support to members of the Management Team as required
Specific Duties – Support to Service Managers

14. Assist in the production of support worker rotas
15. Remind support workers to submit timesheets and expenses claims; check the documents and update organisational records accordingly
16. Provide accurate information to the Finance Department in regard to the production of monthly invoices
17. Save monitoring reports to client files on a weekly basis
18. Contact potential clients to organise meetings, assessments and establish availability for service

19. Contact potential funders to pursue decisions on funding for services

Other Duties

20. Provide administrative support at Board meetings, including minute taking 
21. Attend administration and staff meetings as required
22. Attend staff debriefs
23. Any other duties that may reasonably be required
This job description outlines the current main responsibilities of the post, however, the duties of the post may change and develop over time and the job description may be amended in consultation with the post holder.

Person Specification - Administrator
	Essential
	Desirable

	Experience
1. At least one years’ experience in an administration position
2. Experience in using databases programmes
3. Experience of spreadsheet and database management
	1. Experience of using CharityLog

2. Experience of working in a community setting
3. Experience of monitoring and service audits

	Skills, Knowledge and Abilities
3. Proven working knowledge of Microsoft Office including Word and Excel
4. Excellent organisational skills

5. Ability to problem-solve and prioritise

6. Ability to self-motivate

7. Ability to work on your own initiative
8. Excellent literacy and numeracy skills

9. Ability to learn and adapt quickly

10. Ability to work under pressure

11. Ability to be empathic with others’ situations
	4. Working knowledge of Office 365

5. Knowledge of Acquired Brain Injury and its effects

6. Some experience of desk top publishing


	Other Requirements
13. Personally and professionally responsible

14. A commitment to team working

15. Flexible, adaptable and reliable

16. A commitment to equal opportunities

17. Sense of humour
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