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Job Description

Job Title:                    Administrator
Hours:                        28 hours p.w. (4 days) – Fixed Term to December 2020
Salary:                        Point 26-27 £21,289 - £21,686 inc. OLW + 6% Pension

                                    (Full time equivalent = £26,611 - £27,107)

Interview date:        Monday 30th March 2020
Responsible to:         Community Connect Manager
Background

At Bexley Voluntary Services Council (BVSC) you will find a team who are absolutely committed to supporting a strong, sustainable, and influential voluntary and community sector that can make a positive impact on people’s lives in Bexley. 

We work hard, we help each other and go out of way to help others and find solutions rather than focusing on problems. We are positive and proactive and, although absolutely focused on our areas of expertise, we work as a team so that BVSC is the best it can be. Above all, everything we do is to strengthen our local Voluntary and Community Sector. 

Our borough has around 1,200 charities and community groups that are all working hard to make Bexley a better place to live. One of our main services; Community Connect, supports people to improve their health and wellbeing by connecting them with activities, support and services in the community as there are many non-medical issues that can affect their wellbeing.
We have an interesting new fixed term post to provide administrative support to our Community Connect team and are looking to recruit someone who is dedicated, driven and able to provide everyone who uses our service with a great experience, this can range from residents, funders and voluntary sector and charity groups. It’s important to recognise also that many of the people who use our service are experiencing difficulties and frustrations, so empathy and understanding are important to ensure a supportive service is provided.
As the administrator you will, 

· be the primary point of contact for enquiries via phone and email, taking messages or signposting to the team where appropriate
· Triage referrals received to the appropriate the internal team member or external organisations where relevant.

· Input new referrals onto the bespoke CRM system

· Research local services to maintain our directory of services and ensuring information is up to date and accurate

· Assist in the preparation of reports, monthly e-bulletins, publicity materials and monitoring

· Maintain our organisational profile which at times may include meeting Voluntary sector and Primary care colleagues 
Requirements

· You will be committed to improving lives and communities. 
· Excellent communication skills enabling you to confidently receive referrals on the phone and e-mail; extracting relevant information whilst ensuring that people feel supported and informed. 
· Excellent interpersonal and organisational skills enabling you to collate information for our online directory, answer queries, maintain regular contact with community groups and GP practices and build strong relationships 

· Able to work on your own initiative and meet deadlines

· You will have great IT skills as you will be using two CRM systems on a daily basis as well as productivity software such as Outlook, Excel & Word. 
· We often support people who have a variety of complex needs or difficult lives, so empathy and understanding are essential to ensure a supportive service is provided.  
Other 
· To comply with, and share responsibility for ensuring the implementation of, BVSC policies and procedures and key legislation such as GDPR and Safeguarding
· Attending staff meetings, supervision and training as required

· Undertake any other duties that may reasonably be assigned from time to time including travel throughout the borough to attend events and meet with volunteers and organisations.

These are the normal duties which are required of the position; however we do require that all staff be flexible and may be required to perform other duties to ensure the efficient running of services.  
Benefits include 

· Flexible working available

· Birthdays off!

· Monthly team social 
· Generous Annual Leave

