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JOB DESCRIPTION
	Title
	Administrator


	Based in


	Parenting NI
42 Dublin Road

Belfast

BT2 7HN


	Responsible to
	The Board of Trustees through the Education Manager.


	Job purpose
	The post holder will be responsible for fulfilling administration functions primarily for the Parenting Education Project.


	Main tasks
	Parenting Education 
· Assist with the preparation of materials for Parenting Education programmes / workshops in consultation with the Co-ordinator / Manager
· Organise programme and training venues, equipment and arrange catering and hospitality as appropriate for all programmes, training and workshops, and setting up the training room when programmes are running in-house
· Support the promotion of programmes, training and workshops
· Maintain responsibility for ensuring attendees are updated and recorded on data system
· Circulate information to all contacts on databases
· Updating and maintaining Excel spreadsheets, extracting data and running reports for the collation and sharing of service delivery statistics on a monthly / annual basis
· Collate monitoring information required that includes the use of and figures from the
· Parenting NI Datasystem

· SPSS
· Other monitoring methods / measures as required 
· Update Parenting NI internal data system
· Contact Parents and Practitioners as and when required
· Collate details required in relation to any ‘Sharing of Information’ requests

· Ensure all flyers / programme details are emailed to contacts

· Ensure children are supervised in the waiting area if necessary when parents ‘Drop in’ to seek support
General Administration
· Maintain computer and paper records and filing systems and shred as appropriate

· Answer reception telephone as required and transfer calls between departments

· Provide administration support to the Parenting Education team including arranging meetings for various groups, providing associated administrative support i.e. sending out follow up letters or emails to clients, compiling agendas, taking and distributing minutes, arranging refreshments
· Ensure all relevant information is passed to finance department for processing

· Maintain a positive working relationship with other projects, keeping them informed of upcoming and ongoing training and programmes

· Ensure any follow up required to parents is made via the helpline in the first instance unless the parent contacts Parenting Education directly

· Any other administrative duties that may arise from time to time


	Working Arrangements
	As Administrator you will provide support to other team members and work collaboratively to promote and develop the project. The role will be varied, offering both routine and a structured approach to completing tasks along with the opportunity to contribute to the further development of Parenting Education.


	Hours
	23 hours per week (Monday and Friday 1pm – 5pm and Tuesday and Thursday 9.30am – 5pm)


	Grade:
	Band 3 pt 11


	Salary:
	£11,828 per annum (£19,028 per annum FTE)

	Contract:
	Permanent, subject to funding


	Holiday entitlement:
	17 flexible days per annum plus 24 fixed days when the office is closed includes statutory and customary holidays (pro rata)
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PERSONNEL SPECIFICATION – ADMINISTRATOR

	
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	Qualifications
	· Level 2 qualifications – 3 GCSEs grades A* - C or equivalent
· Level 2 IT qualification


	

	Experience
	· At least 2 years’ experience of project administration in the last 3 years
	

	Knowledge and Abilities
	· High level of competence in Microsoft Office usage

· Ability to produce reports in a range of formats

· Excellent communication skills

· Effective organisational skills

· Ability to use initiative and prioritise workload

· Competent in corresponding via email


	· Knowledge of the statutory, voluntary and community sectors

	Personal Qualities
	· Excellent telephone manner

· Ability to work as part of a team and be self-directing within the requirements of the post

· Ability to maintain strict confidentiality and committed to the values of Parenting NI

· Eligibility to work in the UK


	


The organisation reserves the right to enhance the criteria for shortlisting.

Position will be subject to an Access NI enhanced disclosure check with barred lists checks.
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