Halifax Foundation for Northern Ireland

Job Description

Job Title:	Administrative Officer


Accountable to:	Executive Director


Job Purpose:	To undertake administrative duties for the Halifax Foundation for Northern Ireland

Hours:		32.5 hours per week, Monday – Friday 

Salary:		NJC Scale 3-4 (£18,065 - £18,426)

[bookmark: _GoBack]Holidays:		25 plus statutory holidays (pro-rata)

Contract Term:	12 months (with possibility of extension)


Main Tasks and Duties

· To provide administrative support to the Chair, Trustees, Executive Director, and Grants Team.

· To respond appropriately to telephone & email enquiries to the Foundation.

· To undertake the processing/eligibility of applications for grants and to record on Salesforce/IMIS grant management systems.

· To undertake further investigation into applications as directed including the drafting of general correspondence.

· To undertake reception duties at the Foundation’s offices and coordinate hospitality for meetings of the Trustees, sub-committees and visitors as required.

· To open and process incoming correspondence and prepare outgoing correspondence. 

· To take minutes at meetings as required.

· To record statistical information and annual statistics for the Foundation on grant making activities utilising the Salesforce/IMIS grant management software packages.

· To assist with the administration of all aspects relating to the delivery of the Foundation’s core objectives.

· To maintain a supply of stationary and Halifax Foundation literature.

· To be responsible for filing all grant information, finance documentation and correspondence.

· To attend internal meetings and carry out duties as requested.

· Any other duties as required.

Essential Requirements

Skills/Knowledge

· Excellent communication (verbal and written).
· Accurate record keeping.
· Ability to prioritise, work under pressure and meet deadlines.

Experience, Qualifications and Training

· At least one years’ experience of office based administration.
· Evidence of IT skills and the ability to use applications including Microsoft Word, Excel, and Outlook: Competence in producing computerised reports and spreadsheets. Ability to use email and the Internet.
· GCSE or equivalent English and Maths.

Work Related Circumstances

· Willingness to undertake additional training and personal development according to the needs of the post.
· Must carry out all duties with full regard to the organisation’s equal opportunities policy and positively promote values of customer care and the aims and objectives of the Halifax Foundation for Northern Ireland.
· Ability to work contracted hours flexibly according to the needs of the organisation, including occasional work in the evening and at weekends.

Desirable Requirements

· Experience in grant making administration
· Experience of maintaining and developing database or grant management systems


The above is given as a broad range of duties and responsibilities and is not intended as a complete description of all tasks.
