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DENBIGHSHIRE VOLUNTARY SERVICES COUNCIL            

[DVSC]

JOB DESCRIPTION

JOB TITLE
Business Supporting Communities 

Administrative Assistant x 3
SALARY
National Joint Council for Local Government Services

SCP 11: 

£14,733 pro rata  

plus 6% pension contribution
HOURS


18.5 hours per week
DURATION

3 years
EMPLOYER
Denbighshire Voluntary Services Council [NEWVOL]

REPORTING TO

Business Supporting Communities 

Project Officer
LOCATION


To be confirmed, 

dependent on counties covered:
One post to be based in Wrexham / Flintshire

One post to be based in Denbighshire / Conwy

One post to be based in Gwynedd / Anglesey
1 AIM

To provide an administrative service for the Business Supporting Communities project, working closely with the Project Officer to ensure that all activities and initiatives are delivered successfully including responsibility for specific initiatives including the Community Card and various Events
2 MAIN TASKS
2.1
Contribute to the successful achievement of outcomes for the Business Supporting Communities project

2.2
Maintain project databases, documentation, records and files for the Project ensuring that regular reporting requirements are met

2.3 
Ensure that documentation and results relating to the project are collated and reported in an appropriate and timely manner 

2.4
Manage the Business Supporting Communities office for the counties involved, including liaising with the Finance / Administration Officer to ensure printed and stationery requirements are in place at all times

2.5
Work closely with other Project Officers and Administrative Officers to ensure delivery of collaborative initiatives and activities

2.6
Establish working relationships with stakeholders including County Voluntary Councils, County Councils, Businesses and other bodies as appropriate to the post.

2.7
Positively contribute to the following project outcomes:

2.7.1
The capacity and/or capability of at least 1700 local voluntary and community groups throughout North Wales is increased by the end of the project

2.7.2
1049 individuals have reported increased skill and/or capability by the end of the project

2.7.3
50 community environments have been improved by the end of the project

2.8
Work with and develop volunteers to work alongside the postholder, ensuring good practice in terms of management, coaching and mentoring of volunteers is adhered to at all times

2.9
Manage and deliver specialist initiatives including the Community Card, and provide expertise and best practice in events organisation and management, including delivery of those events
2.10 
Carry out such other duties as may be required which are consistent with the duties and responsibilities of the post

3  PERSON SPECIFICATION

	
	Essential
	Desirable

	3.1  EDUCATION/QUALIFICATIONS
	
	

	3.1.1 Good general level of education
	(
	

	3.2 EXPERIENCE
	
	

	3.2.1 Experience of working in a small collaborative team environment
	(
	

	3.2.2 Experience of using general office computer packages
	(
	

	3.2.3 Experience of developing administrative reporting systems
	(
	

	3.2.4 Experience of maintaining records
	(
	

	3.2.5 Experience of organising and delivering meetings and events
	(
	

	3.2.6 Experience of marketing, customer service or other customer facing activities
	
	(

	3.3  KNOWLEDGE
	
	

	3.3.1 Knowledge of the voluntary sector and issues that affect it
	
	(

	3.3.2 Knowledge of the business sector, third sector and statutory sector.
	
	(

	3.3.3 Knowledge of financial and reporting best practice
	
	(

	3.3.4 Knowledge of externally funded projects
	
	(

	3.3.5 Knowledge of customer service best practice
	(
	

	3.4  SKILLS AND ABILITIES
	
	

	3.4.1 Able to work on own initiative and as part of a team
	· 
	

	3.4.2 Able to take responsibility for activities and work with minimum supervision
	· 
	

	3.4.3 Ability to prioritise own and other people’s workloads and work to deadlines
	· 
	

	3.4.4 Able to demonstrate a can-do attitude, willing to go the extra mile
	· 
	

	3.4.5 Able to demonstrate excellent organisational skills
	· 
	

	3.4.6 Ability to work under pressure 
	· 
	

	3.4.7  Ability to communicate through the medium of Welsh to include written and spoken (Dependent on counties covered)
	(
	(

	3.5  PERSONAL
	
	

	3.5.1 Acceptance of a commitment to DVSC’s mission statement, aims and values and its policies
	· 
	

	3.5.2 Excellent interpersonal and organisational skills
	· 
	

	3.5.3 Enthusiastic and self starting – able to manage uncertainties
	· 
	

	3.5.4 Ability to initiate work and provide a constructive, problem solving approach to tasks
	· 
	

	3.5.5 Commitment to lifelong learning and continuous professional development
	· 
	

	3.5.6 Able to attend out of hours meetings and to travel
	· 
	


4  SALARY AND CONDITIONS OF SERVICE

DVSC has agreed that the salary should be in accordance with NJC Scale Point 11 pro rata for an 18.5 hour week.  Days and times to be arranged per project requirements.
Annual leave in accordance with NJC regulations.  The leave year is from 1 April to 31 March.  Sick leave will be allowed in accordance with the Statutory Sick Pay Scheme and the NJC Conditions for Local Government Services.

The post is subject to a probationary period of 6 months and may be terminated by one month’s notice on either side.

Please note:

This post is funded by the Big Lottery Fund until 2014
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