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Registered Charity 1160062

Administrator

Job Description


 
Hours         	35 hours per week – Monday to Friday 9am – 4.30pm or as otherwise agreed.

Responsible To	The Operational Manager of Friendship at Home (F@H) and the Board of Trustees



Key Skills	A thorough understanding, knowledge, and proven experience of:
	
	Bookkeeping.

· Accountancy principles inducing the use of accountancy software such as Sage, Excel etc.

· Ability to operate and maintain a small office Petty cash system, including receiving in and recording accurately monies from clubs and other activities.

· Ability to accurately raise and record cheques and payment of invoices etc.

· To work with the Operational Manager and Treasurer for the accurate profusion of reports and information as necessary.

General Office Duties

· Working in a busy administrative environment, providing an administrative service and support to the Project.  

· Ability to maintain accurate records and databases, using manual and computerised systems. 

· Ability and experience of producing statistical returns. 

· Ability to produce and monitor Budgets.

· Target monitoring.

· Ability to produce and update forms, policies and other   documents as required.

· To assist with the production and distribution of the Projects newsletter and other such information articles.

· To attend, take and produce accurate minutes at various meetings.

· Attend quarterly Management meetings (maybe in the evening)

· Prioritise own workload.

· [bookmark: _GoBack]Deal sensitively and accurately with enquires and referrals via phone, email or in person.


General skills	 and understanding of:
			
· The Third Sector

· Excellent communication skills.

· Ability to liaise with professionals and other agencies

· Patience and sensitivity in difficult and challenging situations.

· Ability to work on one’s own initiative and as part of a team.

· Confidence, energy and enthusiasm

· Team worker, but able to work on own initiative and self-servicing.
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