
NORTH COAST COMMUNITY TRANSPORT .
Job Description

JOB TITLE

:
Administrator
RESPONSIBLE TO
:
Team Leader
LOCATIONS

:
Coleraine 
HOURS

:
34 Hours per week





May be required to work additional 






hours from time to time for which 






time off in lieu will be awarded. 

RATE PER HOUR:

tbc
STATUS

:
Initially the post will be for a 







period of 1 year and may be 







extended subject to funding.

PURPOSE OF THE POST

This post will require you to undertake administration duties for North Coast Community Transport and to assist with the efficient running of the organisation. The nature of the post requires a flexible approach and the ability to exercise initiative and work well under pressure.
MAIN RESPONSIBILITIES

1. To undertake general office duties, including word-processing, spreadsheets, databases, photocopying, filing and mailing.
2. To maintain the records system, including taking transport bookings, receiving and recording of payments and issuing customer receipts.
3. To make and receive telephone calls, fax and e-mail communications.
4. To providing administrative support to assist with the recruitment of staff and volunteers. 
5. To assist with the production of all materials for staff and volunteer training.
6. To assist with the preparation of weekly schedules for drivers, collecting work sheets and the collation of statistical data.
7. To schedule regular and general maintenance of all vehicles.

8. To assist with publicity, open days, annual general meetings, displays and other events or meetings relating to North Coast Community Transport.
9. To maintain supplies of stationary and other equipment.
10. To undertake any other duties as may be required from time to time by the Transport Manager in line with the status of the post.
Personnel specification

Experience

GCSE level or equivalent





Essential

Computer literate (detail)





Essential
A minimum of two years experience


             
Essential

working office systems and procedures
Experience of working with the voluntary/community

Desirable
sector












Skills and abilities
Highly motivated with ability to use own initiative 


Essential
and meet targets and deadlines.



Good interpersonal and communication skills 


Essential

(Verbal and Written)
Ability to work as part of a small team and ask for


Essential
assistance if required.

An ability to work under pressure




Essential

Values and Attitudes
Knowledge and understanding of the needs of 


Desirable

people with disabilities and those living in rural 

communities and a commitment to their equal rights

An understanding of and commitment to the values of 

Desirable

North Coast Community Transport.
Understand the value of Volunteering 



Desirable

SUPPLEMENTARY INFORMATION

Please ensure that your application form is signed and that the monitoring form is included. Only applications with all the completed documentation can be considered.

Please note that short listing will be carried out on the basis of how well candidates address the criteria as contained in the personal specification. Candidates who simply rewrite or reword the criterion will not be short listed for interview.

Short listing will be carried out in the first instance using criteria on Personal Specification. In the event of a large number of applicants the panel may decide to extend this to include other criteria.

No late applications will be accepted.

Staff are required to observe the North Coast Community Transport no-smoking policy.
North Coast Community Transport is an equal opportunities employer.

North Coast Community Transport is committed to providing a quality service to customers. Staff are expected at all times to provide a caring service and treat those with whom they come into contact with in a courteous and respectful manner.

