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Newark & Sherwood CVS
JOB DESCRIPTION 
Post: Administrator & Finance Support– 1 Year post

Salary: £15567 FTE. £6732 (actual salary) 

Hours: 16 hours a week flexible over three / four days Tuesday – Friday to be agreed with the Chief Officer.
Purpose: To provide administrative & finance support to ensure the smooth running of Newark & Sherwood CVS. The role will encompass general office administration and HR administration duties.
Responsible to: CVS Chief Officer

Liaison with:

· Colleagues in the CVS 

· Officers & Executive Committee Members of the CVS

· Elected members & Officers of the County, District & Town Councils & Newark and Sherwood CCG
· Officers & representatives of formal and informal groups, societies, agencies 
     & organisations

Main Duties
Administration support to the Chief Officer & Trustees
· Supporting the Chief Officer in researching and completing project and funding proposals
· Servicing Trustee meetings e.g. distributing papers and taking minutes
General office administration
· Manage supplier relationships with regards to IT, stationary, office equipment, telephone systems etc.
· Ensure health and safety and other related issues are kept up to date

· At all times maintaining the accuracy of computer and paper records, ensuring that all agreed systems and processes are adhered to
· Co-ordinate and arrange meetings, seminars, conferences and our Annual General Meeting
· Opening & distributing post

· Answering the telephone and taking messages

· Responding to CVS general e: mails 
HR Administration

· HR Duties including the maintenance of good staff records including, sickness and holiday entitlements and to assist with arrangements for the recruitment of staff
· Liaise with the managers regarding all areas of HR admin
Finance
· To administer the organisation’s petty cash system using Microsoft excel 
· To scrutinise and check invoices for accuracy, check goods and services have been received
· Banking all monies

· Liaising with Accountants and supporting them in their role

· Ordering stationery supplies

OTHER


Marketing

Have regular input regarding information for CVS website. 

Training

To identify own training needs and ensure that these are incorporated into a personal training plan in order to improve job performance and personal and professional development.

Health & Safety

To take reasonable care for the health and safety of him/herself and other persons Who may be affected by his/her activities and where appropriate safeguarding the health and safety of all persons under his/her control and guidance in accordance with the provisions of Health and Safety legislation.

To exercise proper care in handling, operating and safeguarding any equipment or appliances provided and issued by the CVS for the post holder’s individual or collective use in the performance of his/her duties. 

Equal Opportunities
  In carrying out duties and responsibilities set out within the job description and   context of developing working relationships with others, the post holder will be expected to demonstrate commitment to and comply with the specific requirements and the spirit of the CVS Equal Opportunities Policy. This principle applies equally to all aspects of the role including any responsibilities relating to the provision and development of services and to the recruitment and management of staff within the span of control of this post.
In addition, the Post holder will be required to:

To carry out any other reasonable duties within the overall function commensurate with the grading and level of the responsibilities of the post.

To work according to the provisions of CVS policy documents.

In order for the organisation to achieve its goals, all staff are expected to work co-operatively, contributing to the performance of other functions as appropriate.

This Job description is for information and guidance only.  It is not intended as a definitive statement.

All duties to be carried out in accordance with the Organisations policy on Confidentiality.
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