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Job Description
Job Title:
Administrator – FIXED TERM

About Us 
Stepping Stones is a Luton based charity supporting and enabling local women to transform the stumbling blocks of their lives into stepping stones. We work  one to one and on a group basis with women (and provide Ofsted registered childcare for their children) who are vulnerable due to abuse, substance misuse, mental health, offending and/or who have involvement with Local Authority Social Care; aiming to help create healthier, happier lives for women, their families and communities. 
Our work is based around values of safety, trust, empowerment, collaboration and choice. We are committed to modelling these behaviours in our work with clients as well as our interactions with partner organisations and colleagues.

Job Purpose 

The Administrator role supports both our Women’s and Childcare teams, assisting them in the efficient and effective running of the office.   

The post holder takes an important role in our contact with partner agencies and clients; including ensuring enquiries and referrals are dealt with promptly and professionally and externally published information is accurate and up to date.  
The Administrator works closely with internal colleagues to ensure information is recorded and disseminated accurately and promptly and supports the smooth running of the organisation.

Responsibilities 
· Supporting administration for our services including:

· Receiving self-referrals and referrals from professionals – recording information accurately and processing it in line with agreed procedures
· Recording referrals and attendance information on our case management system 

· Undertaking admin for the team including photocopying, filing, producing basic reports, booking appointments, providing advice on office admin processes 
· To respect the confidentiality of clients, ensuring all data collected is stored and used in line with client consent, policies and procedures
· Childcare: Keeping records required by Ofsted and producing paperwork packs for teams 

· Women’s: Producing paperwork packs for new clients and programmes, producing certificates, entering data, supporting specific admin requirements for individual projects or contracts, including liaison with other agencies
· Supporting running of an effective organisation including but not limited to:  

· Welcoming visitors to the building 

· Checking and responding to website and social media enquiries from professionals and potential clients

· Checking and responding to the externally facing secure and non-secure Stepping Stones email addresses

· Liaising with partner agencies to deal with enquiries and/or as requested by managers

· Making and recording petty cash payments in line with agreed policy and procedure  

· Answering the phone and effectively dealing with enquiries

· Ordering office and team supplies as authorised by managers

· Ensuring first aid supplies are kept well stocked and in date

· Operating as one of the organisation’s first aiders
· Operating as one of the organisation’s fire safety officers
· To comply at all times with Health & Safety at Work Act 1974 and Stepping Stones (Luton) policy

· Supporting administration for managers including:

· Organising and minuting meetings

· Supporting filing and diary management 
· Producing promotional material 

· Updating website and social media 

· Producing basic reports and statistics 

· Keep safeguarding at the heart of all we do: 

· Ensuring at all times when at work that safety, safeguarding of adults at risk and children  and wider concerns and risks are carefully considered and managed in line with Stepping Stones policies

· To be alert to any potential safeguarding issues and report them in accordance with correct safeguarding procedures

· Maintain professional boundaries and behaviour, including: 

· To model professional, pro-social behaviours in all activity with clients, colleagues and external stakeholders  
· To represent Stepping Stones in a professional manner at all times when at work and at external meetings or events
· To promote equality of opportunity and diversity through own work and in interactions with clients, colleagues and external stakeholders
Working as a Team Member 
· Providing cover to other teams as required, specifically including childcare  

· To work flexibly as a full member of the team in relation to shared team tasks and supporting colleagues working in other areas
· To proactively seek to understand and promote Stepping Stones services delivered by other staff members 
· To participate in team meetings and training, taking an active role in sharing good practice, learning and improving our processes
· To provide such other services as may be required from time to time in relation to the post
PERSON SPECIFICATION – Administrator 
	Requirements
	Selection Criteria
	Essential
	Desirable 

	Education, Training & 
Knowledge
	Administration, business or IT qualification
High level knowledge of Microsoft Office applications 

Knowledge of factors which may make women and children vulnerable and support services available 

First aid and fire safety trained – or desire and ability to undertake training

Childcare qualification 


	X
X

X
	X

X

	Experience 
	Six months experience in an administration role
Regular user of IT applications including Microsoft Office to support work based functions 

Experience using web based case management systems 

Experience in handling confidential, distressing and/or potentially distressing information 

Experience in producing publicity material and/or web based information 
	X
X
X
	X

X

	Skills and Abilities


	Ability to prioritise work and deliver to deadlines in a busy role with competing demands 
Organised and methodical in approach 

Flexible in approach to work 

Able to support and coach colleagues to share skills empower others 
Good written and oral communication skills

Ability to use own initiative and proactive in identifying and suggesting opportunities to develop and improve our administration 
	X
X

X

X

X

X
	

	Other requirements 
	
	
	


Terms and Conditions: 
Length of contract: 12 months
Reports to:

Women’s Services Manager
Salary:

£19,500
Pension: 

1% employer contribution from 2017
Hours:

37.5 per week 
Days:


Monday – Friday. 9am – 5pm
Place of work:
9a George Street West, Luton, Bedfordshire
The post is subject to a 6 month probationary period. 

The successful candidate must undergo an Enhanced DBS check, on the basis that the post involved contact with vulnerable adults and their children.  
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