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	JOB DESCRIPTION


	1. JOB DETAILS

	JOB TITLE
	Project Administrator 

	REPORTS TO
	Senior Employment Academy Partner

	DIRECT REPORTS
	None

	TEAM
	Employment Academy

	LOCATION
	Mochdre

	SALARY DETAILS
	 £7,821 (pro rata value) - 16 hours per week Fixed Term Contract until December 2019


	2. PURPOSE 

	To carry out all administrative duties in connection with the effective delivery of the Get Ready …. For Employment Project and to develop effective monitoring systems to ensure the project is delivering against its outcomes.


	3. DIMENSIONS Scale & Diversity

	Creating Enterprise, a subsidiary of Cartrefi Conwy Housing Association, provides a range of property maintenance services to private sector organisations, local authorities and social landlords throughout North Wales.  As a social enterprise its profits are reinvested to meet its social aims of supporting unemployed tenants who need assistance into getting into work through its unique Employment Academy that runs alongside its commercial arm. 


	4. MAIN ACCOUNTABILITIES 

	Undertake general administration tasks in connection with the smooth running of the Get Ready …. For Employment project for the Employment Academy.
Assisting in organising engagement events throughout the county to promote the project.
Establishing systems and collating paperwork in relation to monitoring of the project.
To be responsible for the timely reimbursement of participant expenses, ensuring all timesheets and relevant paperwork are completed.
Dealing with telephone enquiries.
Ensure case studies of participants are updated.
Use social media as a tool for marketing ensuring the projects social media presence is relevant at all times.
Organise meetings and take minutes as required.
To work in other teams within Creating Enterprise as and when required.

To carry out any other duties within the individuals skills capacity.


	5. CORPORATE ACCOUNTABILITIES 

	To actively support the overall delivery of Creating Enterprise’s objectives to provide an excellent, innovative and truly customer focused service.
As a representative of Creating Enterprise, to, promote and maintain a positive attitude and image at all times.

To positively promote Creating Enterprise’s values; constructively challenging traditional ways of working, contrary behaviour or comments.

To ensure feedback is actively sought in order to inform service improvement for customers and develop more efficient and effective ways of working.

To ensure compliance with Creating Enterprise’s Standing Orders, policies and procedures.
To support the development, review and implementation of policies and procedures, in particular of: 

· Health, safety and welfare initiatives

· Creating Enterprises’ principles on Equality and Diversity

· Risk management initiatives

· Performance management practices

To utilise ICT technology and systems effectively by developing appropriate skills, adopting efficient business processes, and maintaining data securely and accurately.

To work collaboratively where required.


	6. WORK CONTEXT (environment, type of equipment)

	The post holder is office based.  The regular use of ICT systems and technology is an essential requirement of this post.


	7. AUTONOMY AND DECISION-MAKING (limits and freedoms)

	Work is typically self-paced.  The post holder has the flexibility to decide what order tasks are done, however, all tasks will be expected to be completed to deadline or by priority set.


	8. COMMUNICATIONS (the main communications that take place. frequency, purpose and method)

	INTERNAL
	Managers, supervisors and colleagues of Creating Enterprise and Group Cartrefi on a daily basis via email, telephone/ written communication and face to face.

	EXTERNAL
	A range of stakeholders, external partners and contractors via email, telephone/ written communication and face to face.


	9. AREAS OF COMPLEXITY (what provides most stretch)

	Prioritising a busy workload with, at times, conflicting priorities. Meeting the needs of a growing and changing company by demonstrating flexibility and openness to adapt. 
10. AGREEMENT

Job Holders’ Signature:

Date:

Line Managers’ Signature:

Date:
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	Person Specification
Administrator 

	

	EDUCATION / QUALIFICATIONS 
	Essential / Desirable
	How this will be assessed

	GCSE in Maths and English
	Desirable
	Application/ Certification

	SKILLS, KNOWLEDGE & EXPERIENCE
	
	

	Experience of working and engaging with a range of stakeholders
	Desirable
	Application/Interview

	Experience of monitoring and evaluating projects
	Desirable
	Application/ Interview

	Excellent organisational skills
	Essential
	Application/Interview

	Knowledge of Facebook and Twitter as marketing tools
	Desirable
	Interview

	Experience in a previous administrative role
	Essential
	Application/Interview

	Excellent IT skills
	Essential
	Application/Interview

	Willingness to work as part of a team, demonstrating a flexible approach
	Essential
	Application/Interview

	Demonstrate an active commitment to the goals and values of the Organisation

	Essential
	Application

	Welsh Language Skills (minimum level 3)
	Highly Desirable
	Application / Interview

	CORE COMPETENCIES
	
	

	Serving Customers – Excellent interpersonal and customer service skills
	Essential
	Interview

	Collaborating – Ability to work as part of a team

	Essential
	Interview

	Decision making - Ability to work independently and organise and

prioritise own workload
	Essential
	Interview

	Improving - Ability to identify / suggest new ways of working
	Essential
	Interview

	Communicating - Excellent communication skills both oral and

written
	Essential
	Interview

	Leading - Initiative and enthusiasm
	Essential
	Interview

	Delivering Results - Ability to work under pressure and to meet

tight deadlines
	Essential
	Interview


Creating Enterprise are committed to Equality and Diversity in our activities

* Where disability precludes, this will be reviewed with candidates at interview stage to ascertain if there are any reasonable adjustments that can be made to this requirement. 
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