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JOB DESCRIPTION

	Role:
	Services Administrator – Full Time (All-island services)

	Reporting to: 
	Connections Manager

	Direct Reports:
	Connections Manager

	Salary Scale:
	Band 5 - Pay Point 24-26 (£22,569.00- £24,043.00)

	Hours:
	35 hours per week

	Location:
	Belfast 

	Date:
	June 2025


Cancer Fund for Children is here for children and young people diagnosed with cancer or living with a parent with cancer. We offer support to families on the telephone, in their home, in the community, on the hospital ward and at Daisy Lodge.
Our services operate across the Island of Ireland.  
Role Overview
Working closely with the Services Manager and the overall management team, the post-holder will be responsible for providing professional and efficient administrative assistance within the services team across Ireland.  
Main Duties and Responsibilities:
1. To process all new referrals accurately and efficiently through our on-line referral system, in preparation for management allocation. 
2. To liaise with referral agencies to ensure accurate information is collated for               processing and recording referral data.

3. To be a central contact for both internal and external inquiries regarding the services we offer to families across the Island of Ireland. 
4. To actively use CHAMP information database and keep records up to date.
5. Provide all new staff with an overview of the services database, structure and input.

5. To offer admin assistance to the team of Cancer Support Specialists, when planning events, opportunities and groupwork. 

6. To provide an efficient and effective system for filing and retrieval of documents and correspondence.
7. Responsible for the allocation of tickets for events and opportunities.
8. To organise and facilitate the annual Services Christmas Party and our other family events throughout the year.
9. In the absence of the Services Manager, provide support and direction to Services Team volunteers.
10. To comply with all Cancer Fund for Children Policies, procedures, guidelines and current legislative requirements.
11. To perform any other reasonable duties and specific projects as assigned by the Director of Services and the Services Management team to contribute to the overall aims of the Cancer Fund for Children.
Person Specification
	Key Criteria
	Essential
	Desirable

	Qualifications
	· Minimum of 2 years’ experience in an administrative environment
· Minimum 5 GCSEs including English and Maths [C or above]

	

	Experience / Knowledge
	· Proficient IT skills – to include MS Office products and Database knowledge
	· Issues relating to children, young people and families dealing with cancer.

· Experience of working in the voluntary or community sector in an administration role

	Competencies
	· Communication:  ability to effectively communicate both verbally and in writing
· Efficiency and effectiveness: manage and prioritise multiple pieces of work, operate under pressure to deliver good results when faced with challenges.

· Confidentiality: ability to respect all Service Users confidential information.

· Teamwork: can motivate, coordinate and liaise with colleagues through excellent team-player skills. Adaptability: is able to work in different environments with a wide range of people and profiles. 

· Empathy: can relate to Service Users while recognising appropriate boundaries.
· Flexibility: Can be available and is willing to work evenings and weekends, as required.

· Drive: committed to producing the very best outputs with an ability to persist in pursuing goals despite obstacles. 


	

	Job Circumstances
	· Ability to travel as required

· Driving licence or alternative means of flexible transport


	


This job information is not intended to be either restrictive of definitive. It is important to note that the responsibilities of the post may change to meet the evolving needs of the services that the charity provides
NB:
The organisation reserves the right to enhance the above criteria to facilitate short-listing.
