[image: image1.jpg]Alea,

ama’zZ for families with disabled children
helping you throu_gh and young people In Sussex

R Hlig






Amaze Sussex
Summary of main terms and conditions of service
Post:




Communications and Editorial Assistant
Salary and salary scale:
£12.11 per hour, equivalent to NJC Spinal Point 16  
Length of Contract:
End of March 2020 (potential extension)
Method & frequency of pay:
Normally paid directly into employee’s bank account on the 24th day of each month.

Hours of work:
Normal full working week is 35 hours. Core office hours are 9.00 am - 5.00 pm. Flexitime system operates. Part time hours will be agreed with individual post holders and may be reviewed in the light of the needs of the service.
Place of work:
Amaze office situated on Ground Floor, Community Base, 113 Queen’s Road, Brighton. BN1 3XG. Flexibility for some home working may be available

Overtime:
No paid overtime. At busy periods throughout the year, employees can opt to work extra hours for which time off in lieu is agreed.  

Annual leave:
25 days entitlement for full time employees plus 8 paid public holidays. Pro rata for part-time employees. 
Pension scheme:
Eligible for auto enrolment into pension scheme after probation period. Amaze contribute up to 5%
Recognised union:
The recognised union agreement is with UNISON. 

Maternity & related leave:
Statutory rights. Sympathetic consideration is given to requests for absence from work to meet unforeseen family and domestic responsibilities.  

Probationary period:
Confirmation of employment is subject to successful completion of a probationary period of 8 weeks
Supervision:
Regular supervision and an annual review with the Communications Manager
Expenses:
Work related travel and expenses are reimbursed monthly

Notice period:
4 weeks on either side.
Amaze Brighton and Hove: Company Limited by Guarantee no. 3818021
Community Base 113 Queens Road, Brighton BN1 3XG

Registered Charity no. 1078094
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