¢ SMART Recovery.

Job Description

POST Administrator

REPORTS TO Chief Executive Officer

HOURS Full Time 37.5 hours per week
SALARY Salary scale is £24,784 - 28,732 pa

Functions of the organisation:

A UK wide registered charity, UK SMART Recovery provides 2 types of
function. The first is a business-to-business model whereby organisations
pay to partner with us and we provide their workforce with training in how
to deliver our addiction recovery programmes within their services (it is
run as a not-for-profit business). The second is a business-to-customer
model where we provide addiction recovery mutual aid meetings
facilitated by peer volunteers who are trained by us. This part of the
organisation is underpinned by our own volunteer workforce who deliver
peer to peer mutual aid and it is run as a charity receiving donations only
as revenue. All SMART Recovery Facilitators receive ongoing support and
assistance from our operational team. This role supports both functions
and every member of the workforce (employees and volunteers).

Purpose:

To provide 2 suites of duties: ‘front of house’ services plus administrative
support to all post holders in the team. The company administrator holds
an outward facing role to provide timely responses to enquiries, orders,




facilitator applications and training nominations. In addition, the role
holds an inward facing function to provide administrative assistance to
members of the team.

Requirements:

A highly organised and self-motivated individual who is proactive in using
their initiative to join our friendly team, who work all over the UK. Strong
administrative skills with an enjoyment for providing excellent customer
service and managing a variety of tasks in a busy organisation.

This is a home-based role with a requirement that the successful
candidate must be based in Stoke on Trent (due to the location of our
storage unit). You will play a key role in supporting our day-to-day
operations.

The main duties and responsibilities are:

e Respond directly (or signpost) to enquiries received via
telephone and email in a professional and timely manner.

e Enrol training nominees onto our facilitator training
programmes.

e Generate certificates for newly qualified facilitators and arrange
postage.

e Input and maintain accurate information with our CRM system.

e Process orders received through our online shop.

e Prepare and post facilitator meeting packs.

e Manage diaries.

e Organise and administer meetings.

e Assist with the organisation of events.

e Book travel and accommodation for colleagues.

e Distribute surveys (via SurveyMonkey) and other mass mailing
correspondence.

e Back-up website administration

e Assist with other administrative duties as required.



Please note that this job description may not necessarily be a
comprehensive description of the post. It may be reviewed and subject
to modification or amendment at any time via appropriate
consultation.

Additional requirements:

e To be able to work from home with a stable internet
connection. A laptop and mobile phone will be provided
(essential).

e To undertake our training modules in order to answer
enquiries about it.

e To reside within the primary designated region that the post
supports — Stoke on Trent (essential).

e To provide an enhanced DBS certificate or be willing for one to
be obtained.

e To have a full valid driver’s license and be a car owner.



CRITERIA ESSENTIAL DESIRABLE IDENTIFIED
Experience Experience in an Experience working Application

administrative or office in a home-based or

role. remote role.

Diary and meeting Experience

management. processing online

orders or using e-

Experience of providing commerce systems.

excellent customer

service via telephone

and email. Experience working

in the charity sector.

Experience of

maintaining accurate

records and managing

confidential information.

Experience using CRM or | Experience of Civi-

database systems to CRM

input and manage

information.
Knowledge | Excellent written and Knowledge of GDPR Interview
and Skills verbal communication and data protection

skills.

Strong organisational
skills with the ability to
prioritise workload.

High level of accuracy
and attention to detail.

Competent in Microsoft
Office applications.

Ability to work
independently with
minimal supervision
while managing
competing priorities.

A high level of IT literacy.

requirements.

Knowledge of how
charities operate.




Personal
Qualities

Friendly, professional
and approachable
manner.

Proactive with a positive
flexible approach.

Reliable, trustworthy and
able to maintain
confidentiality.

Able to work
collaboratively as part of
aremote team.

Interview

Practical
Attributes

Able to work from home
with a reliable internet
connection.

Resides within the Stoke
on Trent area.

Can travel to a storage
unit on a regular basis to
retrieve stock.

Application




