Cumbria Community Foundation
Summary of some terms and conditions

Title: 


Administrator 
Employer: 

Cumbria Community Foundation

Reporting to: 
Senior Grants & Donor Services Officer
Responsible for: 
NA
Hours:

37.5 hours per week (Full time)
Salary:

£16,000 to £17,000 depending upon experience
Contract:
This position is offered as a 1 year contract with possible extension
Pension: 
The Foundation will make a matching contribution of up to 7.5% 

Location:  
The office premises are situated on the 1st floor of Dovenby Hall in Dovenby, near Cockermouth

Leave:
25 days per year plus two additional days at Christmas and one at Easter 
Review: 

This post is subject to a six-month probationary period.

Cumbria Community Foundation

Job Description 

Administrator
BACKGROUND

The Community Foundation exists to improve the quality of the community life of Cumbria by making grants to voluntary organisations and individuals and managing grant making funds on behalf of individuals, companies and government organisations. 

Established in September 1999 the Foundation has given out over £30 million in grants to more than 4,000 groups.  We have also built our long term funds to £14 million. The Foundation has a strong donor base and is held in high regard by key stakeholders.  As an organisation committed to the local community and a track record of delivery we are looking for a key member of the team to contribute to the exciting development of the organisation. 

Overall Job Purpose
Working as part of the Support Team you will provide a confidential proactive administrative/ secretarial support to the staff of CCF to assist in providing a high quality, customer focussed service.  Not only will you be ensuring that the office runs smoothly and efficiently, you will also provide a professional interface between the Foundation and its Fund Holders and grant applicants. The post holder will be expected to support team members by providing a high quality administration and PA support service.

Administrative General Duties 
1. Provide a friendly and efficient reception and phone service to callers and visitors, dealing with enquiries as requested.
2. Provide administrative and secretarial support to CCF staff, with the ability to meet tight deadlines and ensure all work is to the highest standards and in accordance with the company policies.

3. Arrange and attend meetings and take minutes as required.  Action and monitor issues raised within these meetings and distribute any documentation as necessary.

4. Lead on and support staff to maintain an effective system of filing and information / document retrieval in line with the corporate systems. This includes keeping records updated and ensuring Digits 2 (our internal database) is accurate and up to date.

5. Keeping a proactive problem solving attitude in assisting in the smooth running of the office, supporting other team members and responding to need in a timely manner.

6. Assist in preparing documents and presentations whilst working to tight deadlines.

7. Issue letters on behalf of CCF as requested and directed.

8. Work with the finance and grants team to ensure prompt payment of grants.
9. Be responsible for all emails to enquiries@cumbriafoundation.org in co-operation with the other administrator
10. Provide administrative and practical support as required for CCF events 

11. Help to develop and implement corporate standards to ensure consistency in the production of all company documentation.

12. Provide cover for other administrative staff in the department, as and when required, during periods of annual leave and sickness absence etc.

13. Liaise with key contacts on various issues including those of a confidential nature.
14. Making tea each morning and afternoon for the staff team as well as for visitors to the office

15. Arranging meetings, travel and accommodation for staff as requested 
Other general duties 

1. Keep abreast of developments across the charity sector. Where appropriate, attend external seminars and workshops on behalf of the Foundation.
2. To support the implementation of the Foundation’s strategic and business plan aims

3. Responsible for undertaking specific work using own initiative
4. Other reasonable duties related to the work of the foundation and the finance team.
Values
Support the CCF team charter 

Continuous Personal Development

Work with your line manager and the Chief Operating Officer to identify areas for further training and development, undertaking relevant courses and qualifications as required.

Health and Safety

The post holder is required to carry out the duties in accordance with the Foundation’s Health & Safety policies and procedures, ensuring the office is a safe working environment.
Diversity

The post holder is required to have due regard to equal opportunities at all times, and to work in a fair and reasonable manner towards all people, ensuring service standards are maintained for all cultures.

Quality
To support the Foundation in striving to create a culture with a total commitment to quality.
Person Specification
	Skills & Abilities
	

	Essential
	Desirable

	· Possessing the skills and knowledge required to work within a busy administration office
· Ability to work under own initiative to broadly agreed guidelines
· Excellent communication skills and the ability to work across all levels of the organisation
· Good interpersonal and customer service skills with ability to solve problems in a proactive way
· Excellent organisational and time management skills 
· Ability to manage a heavy workload and deal with competing priorities 
· Proven oral and written communication skills
· Excellent attention to detail 

· Good numeracy and literacy skills 

· The ability to maintain confidentiality 

· An ability to write messages, letters and reports which are clear and structured

· Ability to absorb new information quickly and use systems that are unfamiliar within a reasonable time period 

· Familiarity and working knowledge of databases and proven ability to update key information
	

	Knowledge, Education & Qualifications
	

	Essential
	Desirable

	· Educated to GCSE level or equivalent including English at Grade ‘C’ or above 

· Computer literate, with a good working knowledge of MS Office including Excel and Word etc
· Working knowledge of Outlook Express and possessing the ability to respond to e-mail correspondence 

· Understanding of the importance of customer service and teamwork in promoting the good image of CCF
	· NVQ Level 3 in Business Admin 
· Recognised IT/systems Qualification
· Knowledge of the charity sector


	Experience
	

	Essential
	Desirable

	· Experience of working in a busy administration department/office

· Proven ability to work using own initiative within boundaries set
· Track record of being able to work effectively with people across a wide range of levels and responsibilities 

· Experience of working in an environment where there is a range of confidentiality requirements 
	· Experience of working or volunteering with a charitable organisation
· Experience within a grant making trust or similar 


	Personal Attributes
	

	Essential
	Desirable

	· Hard working, motivated, capable and confident with a common sense attitude to the role and any problem solving required
· Flexible and adaptable approach to working hours, tasks & responsibilities 
· Motivated to ensure a high quality administrative service is given to CCF

· A quick learner with an openness to new ideas

· Enthusiastic and approachable

· Resilient and calm under pressure
· Confident in a variety of circumstances
· A proven team player who can work with a range of personalities, to meet the needs of different departments
· Enthusiastic and approachable
	· Passion and understanding for the Foundation, its mission and values
· Passion for working within the charitable sector


	Any Other Requirements
	

	Essential
	Desirable

	· Ability to cope with the competing and changing challenges associated with the role.
	· Ability to represent the business throughout Cumbria and if required, the UK 
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