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Re-Instate Role Description

	Service
	Re-Instate 

	Job Title
	Personal Assistant

	Hours and salary
	28 hours per week, schedule to be agreed 
£10.50 per hour 

	Base
	The Community Hub

	Reports to
	CEO

	Purpose of Job
	The role of the Personal Assistant will be to support the CEO in a number of administrative and HR tasks, ensuring his visual impairment is not a barrier to effectively manage his role.

This is an on-going contract co-funded by Access. The role is dependent on the on-going employment of the CEO.
A key part of the vision for Re-Instate, as commissioned by Mind in Bexley is the provision of employment services and activities that build sustainable recovery for people experiencing mental ill-health.

We also design, deliver, monitor, and evaluate associated projects for people with learning disabilities, young people and disadvantaged people.
The post-holder will need general administration experience and ideally experience in working with people experiencing mental ill-health and people with learning disabilities. 


Duties include but are not limited to:

· Support with preparation for meetings and quarterly board meetings e.g. dictation and formatting of documents. 

· Support with the production of reports including quarterly & monitoring reports for commissioners.

· Support with making grant and funding applications.

· Ensure Companies House and Charity Commission websites have accurate and up-to-date Trustees information.

· Support with online forms and research.
· Creating and updating personnel records including contracts, terms and conditions of employment and offer letters.

· Arranging induction training for new staff and volunteers (including on-line training).

· Working in partnership with payroll provider, checking payroll calculations, processing payments and ensuring staff are paid on time each month.

· Checking post, allocating bills for payment, ensuring sign-off and payment via on-line banking.

· Supporting the CEO to process and monitor online payments, credits etc.

· Ensuring staff training is updated and recorded.
· To accompany the CEO to access meetings where appropriate.

· To support CEO in other ad-hoc duties as required.

General terms of reference:

In carrying out the above duties the post holder will:

· Work flexibly within an agreed number of hours of work to maintain the most appropriate level of service provision.

· Seek to improve personal performance, contribution, knowledge and skills.

· Participate in appraisal, training and supervision processes.

· Ensure the implementation of all Re-Instate policies and procedures.

· Contribute to maintaining safe systems of work and a safe environment.
· Undertake other duties appropriate to the post.
	Person Specification


Essential criteria:

· A formal qualification or equivalent experience in administration/customer service.
· Develop an understanding of the needs of people experiencing mental ill-health and people with learning disabilities.

· Evidence of a commitment to co-production and peer led approaches.

· Demonstrable HR, administrative and IT skills. 

And the ability to:

· Maintain professional boundaries.

· Solve problems quickly and effectively in a collaborative way.

· Communicate confidently and effectively, adapt communication style and content to meet the needs of the audience.

· Respond flexibly to the demands of the post.

· Work as a member of the overall team.

· Demonstrate a capacity to work alone, effectively and the ability to keep calm under pressure.
· Understand and have a commitment to the principles of equal opportunity and diversity.
This post is subject to a DBS check at an enhanced level. Amendments: This description accurately reflects the present position; it may be amended and reviewed.  Any change will be made following a proper period of consultation.

Re-Instate are Disability Confident Employer.  If you have a disability and meet the minimum criteria for the job, as outlined in this job description, you will be given the opportunity to demonstrate your abilities at an interview.
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For further information please contact: shart@re-instate.co.uk
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