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Job Title

Social Action Fund Neighbourhood Enablers Administrator
Responsible to

SAF Neighbourhood Enablers Co-ordinator
Location

Hastings Trust HQ, 35 Robertson Street, Hastings

Hours


37 per week

Salary


£11544
Purpose of post
To provide full project administrative support to enable the delivery of the Social Action Fund Neighbourhood Enablers in Hastings, Rural Rother and Rye 
Main Duties

· to provide full administrative support to the SAF Co-ordinator and Neighbourhood Enablers Team
· to collate monitoring and financial information as required to assist the Co-ordinator in the completion of monitoring returns and other statistical reports
· to manage and monitor the team’s diary, including the co-ordination of team and other meeting planning to ensure that remote workers’ needs are accommodated
· to arrange all meetings relating to the project and to provide minute taking and other administrative support at such meetings
· to fully service the SAF Partnership Group
· to ensure full liaison between all partner organisations – Hastings Trust (lead partner), Hastings Furniture Service, Rother Voluntary Action and Rye Partnership
· to support of the Co-ordinator to manage the project budget in consultation with the Finance Team.
· to ensure that staff in remote locations are supported and integrated as a team
· to provide administrative support to the Neighbourhood Action Challenge Funds process including liaison with potential project leads
· to assist in the organisation of events and activities which further the project

Contribution to the work of the Trust and SAF Partnership
· to maintain effective relationships with partners and funders

· to ensure that the duties of the post are carried out in accordance with Trust policies and procedures

· to provide support to Trust colleagues as and when necessary

· to attend staff meetings and participate in Trust development reviews, annual away days and annual general meetings
· to participate in organisational development reviews, planning meetings, staff meetings and other requirements of the host organisation (if not Hastings Trust)
· any other tasks commensurate with the level of the post

Terms and conditions

27 days per annum annual holiday entitlement

Fixed term contract 

Hastings Trust is an equal opportunities employer
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Person Specification

	Area
	
	Essential / Desirable
	How assessed

	Qualifications
	Although no formal qualifications are required it will be necessary to demonstrate adequate levels of literacy and numeracy and a good level of practical experience 
	E
	Application form / interview

	
	Education to Level 2
	D
	

	Experience
	Minimum of one years paid experience in a similar or related field
	E
	Application form

	
	Experience, paid or unpaid, of working within the voluntary sector
	D
	Application form / interview

	
	Experience of budget management
	D
	

	
	Experience of delivery of grant funded projects or initiatives and meeting funders’ performance and finance monitoring / reporting requirements
	E
	

	Knowledge
	Appreciation of the needs of residents of deprived communities
	E
	

	
	Good working knowledge and application of IT systems including Microsoft packages, e-mail and internet
	E
	

	
	Team player
	E
	Interview

	
	Commitment to equality of opportunity and anti-discriminatory practice
	E
	

	
	Ability to work with minimal supervision 
	E
	Interview

	Personal attributes and abilities
	Excellent written and verbal communication skills
	E
	Application form / Interview

	
	Excellent organisational skills
	E
	Application form / Interview

	
	Problem solving abilities
	E
	Interview

	
	Negotiation skills
	E
	Interview

	
	Ability to work evenings / weekends on occasion
	E
	Interview

	
	Full driving licence or ability to travel throughout Hastings and Rother
	E
	

	
	Commitment to the aims of Hastings Trust
	E
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