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FALLS WOMEN’S CENTRE JOB DESCRIPTION

Title:
Communications and Administration Officer

Salary:
£24,050 pro rata
Hours:
30 hours per week

Holidays:
25 days pro rata, plus statutory holidays

Responsible to:
Centre Manager

Summary of Post

The Communications and Administration Officer shall be responsible for establishing and maintaining effective office administration, secretarial duties, record keeping using I.T. systems and customer care.
Principal Duties 

1. Working with the Managing Director and Management Committee to ensure the smooth running of the Centre. 
2. To be involved and assist in all public relations exercises which promote the work of the Centre including advertising, press releases, leaflets etc working in conjunction with the Managing Director and Department Heads.
3. Implement communication plans across digital and traditional channels inclusive of maintaining Falls Women’s Centre web site.
4. Support communication strategies and initiatives across departments.

5. To be responsible for meeting and greeting users, maintaining signing book for visitors and the sign in and out book for staff, answering the telephone, taking and forwarding of messages.
6. To maintain accurate data bases inclusive of counselling databases as and when required that support the work and members of Falls Women’s Centre. 
7. To produce and circulate minutes of internal staff meetings and management committee meetings 
8. Assisting in developing reports such as strategic plan, policies and procedures and AGM. 
Summary of General Duties 
1. Greeting people on arrival, gathering initial information and directing them to the appropriate person.
2. Answering the telephone and relaying accurate messages.
3. Responsible for post duties including recording outgoing post. 
4. Assisting with the organisation of events and information sessions for FWC.
5. To administer purchase invoice of goods, services and resources, liaising with Finance Manager and assist in the maintenance of FWC inventory.
6. To work with the Managing Director in reviewing, updating and implementing Health and Safety and Quality Assurance policies, procedures & guidance.
7. To maintain the reception area and outside area ensuring that the public appearance of the area is well maintained, neat and welcoming.
8. To ensure the health & safety policies and procedures are adhered to, particularly within the reception area.
9. Liaise with staff when necessary to support the undertaking of hospitality for meetings and courses. 
10. Undertaking typing, photocopying, and emailing duties. 
11. Any other reasonable duties as deemed necessary by the Centre Manager and Management Committee

Essential Criteria
1. A recognised qualification in administration, at least NVQ Level 3 or equivalent. 
2. Two years experience within the field of administration                     
3. Good standard of literacy                                                    
4. Recognised I.T qualification & demonstrable experience in the use of a full range of Microsoft Office systems.  
5. Knowledge and experience of social media platforms
Skills and abilities

1. Ensuring confidentiality of information                                                     
2. Excellent customer care skills                                                                    
3. Excellent organisational and administrative skills.                                                                                                            
4. Using own initiative                                                                                    
5. Using purchase order/ invoice procedures                                                 
6. Minute taking                                                                                             
7. Organising information sessions and meetings
8. Ability to work flexible hours

9. Willingness to undertake training 
Desirable
1. Experience of working within community development
The duties and responsibilities in this job description are not restrictive and the post holder may be required to undertake any other duties which may be required from time to time.  Any such duties should not however, substantially change the general character of the post.
