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	Administrator (Tameside Community Wellbeing Programme)
	Job Description


	Salary: 
 £19,554 - £21,166

	Line Manager: Community Wellbeing Programme Manager

	Hours: 36 hours per week

	Period of contract: To March 2020 (extension subject to funding)


	Responsible for: 

N/A.
	Main contacts:

Local people, volunteers, and staff from local voluntary, community, faith and social enterprise (VCFSE) groups, officers from partner agencies including Tameside Council, GP’s and Primary Care, Tameside & Glossop Clinical Commissioning Group and the 
Tameside and Glossop Integrated Care NHS, elected members, all Action Together teams.


	Purpose of the post:

Working as a key part of the Action Together Community Wellbeing Programme team you will:

· Receiving visitors to Action Together Tameside at the front desk by greeting, welcoming, directing and announcing them appropriately, direct calls and be the front face of the organisation in Tameside.
· Work closely with the social prescribing triage officer to triage incoming referrals to the social prescribing service and carry out all associated administration. 
· Making phone contact with social prescribing clients to explain the service and book appointments. 
· Support the commissioning and development officer to keep up to date records on investments applied for by VCFSE groups.

· Provide all aspects of administrative support to key Action Together staff including; answering the phone, keeping e-based records up to date/data input, organising and administrating meetings and events.



	Specific requirements of this role
· To work as a key part of the Tameside team to provide a link between people, partners and our Action Together offer, particularly the Community Wellbeing Programme.

· To support managers & the Community Wellbeing team triage officer with all aspects of administration as required.
· Dealing with and directing phone and email queries in an effective professional and empathetic manner.

· Organising all practical aspects of meetings and events as directed i.e. diarising, finding and booking venues, refreshments etc, preparing, copying papers, setting up IT equipment, signing guests in, taking minutes, sending out invitations etc; essentially ensuring meetings and events run smoothly.
· Data input – to support effective delivery, this includes managing referrals and setting up meetings with clients, ensuring their data is accurately recorded and up to date, supporting the VCFSE development and commissioning officer to update records for groups and grants, and preparing grant information to support them, helping the community development workers to input new groups onto the database and ‘google maps’.
· Using Microsoft Office applications to support your work including; Word Processor, Excel, and Outlook, and using our CiviCRM database and Elemental case management software.

Other duties and requirements as a member of the Action Together team
· To work to Action Together’s values and contribute to the charitable objects of Action Together.

· To work as a member of the Action Together team, and to contribute to the development of policy and good practice within Action Together.
· To increase the membership of Action Together direct members and partners to additional areas of support from within Action Together.

· Where necessary, to undertake standalone projects that further the aims of Action Together and its membership.

· To keep abreast of relevant developments and/or best practice in relation to Action Together’s work and the local operating environment.  
· To work to combat all forms of discrimination, and to ensure that the principles of equal opportunities and social justice are implemented in all work undertaken on behalf of Action Together. To promote this to other organisations we work with and to help combat discrimination, disadvantage and poverty in Oldham and Tameside.
· To carry out the above duties, and any other duties commensurate with the responsibilities of the post which may reasonably be required, in a manner which actively supports and promotes Action Together’s aims and policies.
· To ensure you deliver best practice in Safeguarding, and any safeguarding concerns are raised as per our policy.
· To be responsible for own health and safety and that of colleagues, in accordance with the Health & Safety at Work Act and relevant EC Directives, including reporting any health and safety hazard immediately that it becomes apparent.

· To work in accordance with the Data Protection Act and to ensure all data protection problems are reported to the Community Wellbeing Programme manager, data protection manager and finance director.
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