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PO Box 125, Lincoln, LN1 1HA
Telephone: 01522 510041 (opt.2)

Email:  info@edanlincs.org.uk
26 January 2022
Post of Administrator (with PA/HR Duties)
Thank you for your application request for the above post.

When completing the application form contained within the enclosed recruitment pack please ensure that you demonstrate how you meet the person specification.

Please do not include a CV as it will not be considered.

As with all charity based work, all posts are subject to funding.

The closing date for the post is 12pm on Friday 11th February, 2022 Interviews will be held via ZOOM.
It is not possible to contact everyone who makes an application.  If you have not heard from us by close of day on Monday 14th February, 2022 you will have been unsuccessful on this occasion.  

Please send your completed application form (marked “private and confidential”) to:

Celia Madden, (CEO)

EDAN Lincs Domestic Abuse Service

PO Box 125

Lincoln

LN1 1HA

Alternatively: you can e-mail your application to: info@edanlincs.org.uk 
Yours faithfully

Natalie Turner

Triage Administrator
EDAN Lincs

Tel: 01522 510041 option 2

EDAN Lincs Domestic Abuse Service

EDAN Lincs Domestic Abuse Service provides refuge accommodation, outreach support and a wide range of support services for all who suffer domestic abuse; thus promoting safety, well-being and independence within the community.  Our main office is based in Lincoln however we provide support to the whole of Lincolnshire. 

EDAN Lincs upholds safeguarding requirements and our agency is committed to safeguarding vulnerable adults and children.  Any offer of employment is subject to satisfactory pre-employment checks, which include: Identity verification; Qualification verification; DBS clearance; References.  

Administrator (with PA/HR Duties)
Contract up to 31/03/23 – subject to funding thereafter
30 hours per week

£19,000 FTE

We are looking to recruit committed and enthusiastic individuals to join our dedicated team as an administrator The post holder will be required to oversee Outreach and Trustee administration  as well as providing direct support our CEO.
Relevant experience and knowledge  is desirable. 

For an application pack, please contact:

EDAN Lincs Domestic Abuse Service, PO Box 125, Lincoln, LN1 1HA

Email: info@edanlincs.org.uk 

Telephone: 01522 510041 (option 2)

Closing Date: 12pm on Friday 11th February, 2022

Interviews TBC
EDAN Lincs Domestic Abuse Service                    
Administrator (with PA/HR Duties)

Person Specification  

	Essential
	Desirable

	Knowledge and Experience

	A minimum of 2 years relevant business support or administration experience.
	

	Proven skills and appropriate qualifications (e.g. RSA Typing/Word Processing Skills or equivalent, NVQ).
	

	Good standard of basic education (e.g. at least 4 GCSE’s at grade A-C, including Mathematics and English, or equivalent).
	

	Experience of using Windows based packages such as Microsoft Office, Word, Excel etc.
	

	Experience of dealing with the public in either a face to face, telephone or written capacity.
	

	
	Experience of working with statutory and/or voluntary and community organizations.

	Experience of reception work
	

	Skills and Abilities

	Ability to utilize IT systems effectively
	

	
	A knowledge and understanding of the effects of domestic violence on women and children

	Experience of working to the requirements of a range of funding bodies, collating and appropriate data 
	

	Build and maintain excellent working relationships with team members and contribute to team development.
	

	
	Demonstrates problem solving capabilities

	Able to work on own initiative
	

	Ability to manage own performance within defined areas of responsibility and prioritize own workload.

Ability to communicate with relevant parties
	

	Ability to present work accurately, of high quality and to specific deadlines.
	

	Attitudes

	Commitment to the human and legal rights of children and vulnerable young people.
	

	Commitment to equal opportunities and the diverse needs of young people.
	

	Act with integrity and respect when working with all clients, agencies and individuals.
	

	Recognition of the complex nature of domestic abuse and commitment to acknowledging the unique nature of each case.
	

	Willingness to undertake training as specified by EDAN Lincs.
	

	Competencies

	Managing competing demands
	

	Ability to produce high quality work under pressure and to specific deadlines
	

	Good written and verbal skills.
	

	A flexible and responsive approach to work
	


EDAN Lincs Domestic Abuse Service
PA (with HR & Administrative Duties)

Job Description

	JOB TITLE:  Administrator with some PA/HR duties
	Version:  Jan 2022

	GRADE:  £19,000 FTE

	REPORTS TO:   CEO, Project Managers and Senior Project Workers

	1
	Purpose Of Job: 

To assist the CEO, Project Managers and Senior Project Workers with general administration and human resources administration within EDAN Lincs along with any PA duties.   To assist in the efficient day-to-day running of EDAN Lincs. To include answering calls, dealing with general enquiries, taking referrals, maintenance of physical resources, financial systems and clerical support.  To potentially support with admin duties required by the Trustee Board.  To potentially support with admin duties relating to the point of entry of referrals into the service.




	2
	Main Responsibilities, Tasks and Duties:

	
	i) To assist in the answering of phones, diverting calls, dealing with general enquiries.

	
	ii) To assist with general administration to support EDAN Lincs, the Trustees, the CEO, Project Managers and Senior Project Workers. 

	
	iii) To co-ordinate courses delivered by EDAN Lincs, including arranging venues and course facilitators.

	
	iv) To provide human resource administration including record keeping and maintenance of HR systems such as:

· annual leave via Bright HR

· sickness monitoring

· health and safety 

· staff training matrix

· staff insurance and MOT expiration dates

· new starter paperwork, recruitment pack preparation and gathering references.

· closing down both electronic and paper personnel files for all leavers

· posting any new vacancies on Indeed and Edan’s website

· adding new members of staff to the Healthshield policy and removing any staff that have left. 

· HR inductions

· maintenance of Bright HR

	
	v) To assist in the development and implementation of effective HR systems.

	
	vi) To ensure staff personnel files are up to date with relevant paperwork.

	
	vii) Inputting monthly expenses for all staff through the online banking system

	
	viii) Inputting and maintaining current DBS information for all staff, including checking new applications and sending them out to be processed. 

	
	ix) To process all new referrals onto the system and work through the info inbox to answer any general enquiries, distribute any IAST related items and pick up any new referrals.

	
	x) To monitor and distribute petty cash as appropriate.

	
	xi) To arrange meetings, keeping diaries and workload management systems, minute taking and information dissemination. 

	
	xii) To have a flexible approach.  Some meetings may take place after office hours and you will be required to attend and take minutes, such as trustee meetings.

	
	xiii) PA duties – To assist and support Trustees; CEO and managers with PA duties as required.

	
	xiv) To assist in the monitoring and maintenance of all information systems including Service User data, financial information and reports through the use of technology and systems. 

	
	xv) To provide typing / word processing services. 

	
	xvi) To provide general clerical support to staff as appropriate, such as stationary ordering, acknowledging donations etc.

	
	xvii) To raise purchase orders following the approval of project managers.

	
	xviii) To ensure the security, protection and confidentiality of adults, children and young people, EDAN Lincs and buildings.

	
	xix) To comply with GDPR at all times. To ensure that the current and appropriate data protection and health and safety regulations are adhered to, thus safeguarding the work practices of staff, volunteers and service users within the post-holders scope of responsibility.

	
	xx) To ensure to adhere to the EDAN Lincs policy on safeguarding vulnerable adults and children, escalating identified issues to their line manager.

	
	xxi) To ensure professional boundaries are always maintained when working with adults, children and young people, working within EDAN Lincs Code of Conduct at all times.  

	
	xxii) To be accountable to the trustees for all actions taken on behalf of Edan Lincs and undertake any other reasonable duties as required by the trustees.


	3a
	Management of People: None

	3b
	Supervision of People: None


	4
	Creativity and Innovation:

	
	Create an HR administrative culture and environment that is forward thinking and positive, thereby enabling efficiencies and improvements to the service to be implemented within all areas of business support.


	5
	Contacts and Relationships: 

	
	To provide a high quality customer service to service users, volunteers, staff and agencies. 


	6
	Decisions:

	
	i) 
	Discretion – The post-holder has the following discretions:-

· The post holder will be required to work on their own initiative; however approval of financial information and payments will be agreed with the Project Managers prior to action
· Work is within clearly defined procedures and advice is available

	
	ii) 
	Consequences – The consequences of the post-holder’s decisions can be anticipated to impact on the following:-

· Failure of administration processes


	7
	Resources: The post-holder is personally accountable/responsible for the following:-

	
	i) The post holder will be responsible for proper use and security of data and record systems (both manual and computerized)

	
	ii) Promote good practice in the management of all resources

	
	iii) Identify the scope for improving the efficiency and effective use of resources


	8
	Work Environment

	
	i) 
	Work Demands 
· To provide general support to men and women who have disclosed domestic abuse, taking referrals and diverting calls.

· Deadlines will need to be met. 
· A flexible approach to work as some out of hours meetings will need to be attended 

	
	ii) 
	Physical Demands 
· Impact of workstation environment i.e. typing, VDU

	
	iii) 
	Working Conditions 
· The post holder will work within an office environment

	
	iv) 
	Work Context 

· Potential exposure of verbal abuse from a service user or external threat posed from perpetrator of domestic violence (although highly unlikely)


	9
	Knowledge and Skills:

	
	i) Business and administration skills

	
	ii) Good IT skills including Microsoft Word, Excel and PowerPoint

	
	iii) Good numeracy and communication skills (written and oral)

	
	iv) Skills in managing day to day income and expenditure

	
	v) Excellent organisational skills


	10
	General: 

	
	Full driving licence and the use of a car (Desirable)


	Other Duties - The duties and responsibilities in this job description are not exhaustive The post-holder may be required to undertake other duties that may be required from time to time within the general scope of the post.  Any such duties should not substantially change the general character of the post.  Duties and responsibilities outside the general scope of this grade of post will be with the consent of the post-holder.

	Equal Opportunities - The post-holder is required to carry out the duties in accordance with EDAN Lincs’ Equal Opportunities policies.

	Health and Safety - The post-holder is required to carry out the duties in accordance with the EDAN Lincs’ Health and Safety policies and procedures.

	Safeguarding - - EDAN Lincs is committed to safeguarding and promoting the welfare of people experiencing domestic abuse, children, young people and vulnerable adults. All staff have an absolute responsibility to safeguard and promote the welfare of children and adults. DBS, identity checks, references and qualifications will be verified for all employees.
The post holder, in conjunction with their line manager, will be responsible for ensuring they undertake the appropriate level of training relevant to their individual role and responsibilities.  They must be aware of their obligation to work within and do nothing to prejudice the safeguarding policies of the Trust.


	
	Name:
	Signature:
	Date:



	Job Description written for EDAN Lincs by:
	....................……
	....................…
	..............

	Job Description agreed by: [Post-holder]
	....................…
	....................…
	..............

	Job Evaluation - This job description has been compiled to allow the job to be evaluated using the GLEA Job Evaluation scheme as adopted by EDAN Lincs.

Note: Qualifications and Experience headings are included in the Person Specification


