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Job Description

Job Title:

Administrative and Communications Assistant
Grade:
£11.64 hour (£21,190 p.a. pro-rata) equivalent to NJC Spinal Point 14-17
Responsible to:
ESPCF Chair
Hours of Work:
21 hours per week, fixed-term until March 2022, with the possibility of extension
Location:
Flexible, option to work from home or from Amaze’s Eastbourne office
About East Sussex Parent Carer Forum (ESPCF) 
ESPCF is the new forum for parent carers of children and young people (CYP) with special educational needs and disabilities (SEND) in East Sussex.  

ESPCF’s aim is to ensure that every parent carer in East Sussex feels that their voice, their views and their experiences matter and contribute towards developing and improving services.  We do this by reaching out to parent carers to be involved, representing parent carers’ experience and expertise to decision-makers and making recommendations for service improvement.  
ESPCF is supported by Amaze, the local charity providing information, advice and support to local SEND families.  This includes HR support and Amaze are therefore the employer for this role.

Main Purpose of the Job:

The ESPCF Administrator is responsible for ensuring the running of an effective ESPCF office, provide high quality administrative support to ESPCF staff, reps and volunteers, organising events and writing content for the website, newsletter and social media. 
Key responsibilities:
1. Office administration

a) To handle enquiries coming into the ESPCF office 

b) To manage a system of receiving incoming correspondence (mail, e-mail and social media messages) and re-distributing to team members 

c) To support team members with large mail-outs including photocopying and franking/posting

d) To organise and maintain office and IT equipment and systems for ESPCF staff and volunteers.

2. Support the ESPCF committee and parent reps

a) To service ESPCF meetings, arranging venues and catering, producing draft minutes and other documentation/reports as required
b) To maintain ESPCF committee records and files
c) To gather and facilitate sharing of reps’ feedback, ESPCF briefings and position statements
d) To support in gathering monitoring information including feedback surveys or conducting short phone interviews
3. Events Co-ordination

a) To provide administrative co-ordination for ESPCF meetings, events and training
b) To promote and advertise ESPCF events

c) To book guest speakers / facilitators / trainers and making practical arrangements
d) To take bookings for PaCC events
e) To take minutes from events where required

f) To maintain monitoring/evaluation systems for feedback from events

4. Supporting internal/external communications

a) To help develop ESPCF’s social media presence (uploading content to Facebook and Twitter especially) ensuring consistency of messages and style

b) To upload content and stories to ESPCF website

c) To assist with PR activity, drafting and sending press releases etc

d) To proof read ESPCF information products e.g. newsletter articles, leaflets etc

e) To support preparing ESPCF reports to funders, including developing surveys to gather parent carer views and inputting and analysing results
5. Other General Responsibilities

a) To ensure compliance with all relevant legal and regulatory requirements and in particular those specified by Health and Safety and the Data Protection Act

b) To work within the framework of ESPCF/Amaze policies and procedures
c) To demonstrate and promote a commitment to professional development, team working and the principles of equal opportunities
d) Attend supervision, training and staff meetings as required

e) Carry out other duties appropriate to the role and responsibilities as may be delegated by ESPCF and Amaze
Person specification

Experience

1. Significant experience of using MS Office, especially MS Word and Excel

2. Significant experience of using Internet and email systems, including MS Outlook
3. Experience of using social media (especially Facebook and Twitter)
4. Experience of supporting a busy small team

5. Experience of setting up and maintaining office systems 

6. Experience of using office equipment such as printers and photocopiers

7. Experience of liaising with service users or outside agencies

8. Experience of taking minutes and servicing meetings

9. Experience of organising events/training/workshops

Skills, abilities and personal qualities

10. Excellent written and verbal communication skills, including the ability to write succinctly in an engaging manner, and speak confidently on the phone

11. Ability to work independently taking the initiative and solving problems where necessary - putting in place solutions

12. Excellent IT skills and ability to touch type (or type quickly and accurately) and ability to learn how to use new IT software quickly
13. Good customer service skills and diplomacy

14. Good team player

15. Highly organised, able to plan and prioritise workloads to deliver planned objectives/outcomes and work on own initiative, consulting as required, and as part of a small team
16. A good understanding of the issues faced by parents of children with special educational needs and disabilities and the ability to appraise the relevant policy context

17. A good understanding of the importance of confidentiality and the principles of data protection
18. Knowledge of using a website content management system e.g. Word Press would be desirable but not essential
19. Ability to work flexibly and learn new tasks quickly
20. Ability to travel around the county, ie full driving licence or willingness to take public transport
