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JOB DESCRIPTION

JOB TITLE: 			OASES Administration Officer

REPORTS TO: 		OASES Projects and Programmes Manager

LOCATION:	The EWE Centre, Esh Winning Primary School, Esh Winning, Co. Durham, DH7 9BE

SALARY:	£22,000 - £23,000 pro rata (0.8 FTE)

HOURS:	30 hours per week

CONTRACT:			Permanent


JOB SUMMARY

The post holder will be employed by Outdoor and Sustainability Education Specialists (OASES) and will be managed by the Projects and Programmes Manager.  	Comment by Alice Evans: This was OASES CEO, but I changed it. I think Katherine/Ellen were always managed by Jo, but Enxi by me, and I can’t remember why that changed.	Comment by Enxi Wu: I think Katherine by Jo and Ellen by Katherine ? When Katherine left Jo didn’t want to supervise Ellen, but later I joint Jo wants to manager me as well as yourself Alice. 
Working as part of the OASES Team, the post holder will be responsible for administrative tasks that support the organisation including answering telephone enquiries, computer, website, email and social media administration, getting out, maintaining and storing materials and equipment and create/print/laminate and cut out resources. The post holder will provide excellent front of house service and will be friendly and welcoming to visitors and callers.


KEY TASKS


Key Area: Office Administration

· To have an up to date knowledge of OASES and to be able to communicate the OASES offer clearly and confidently. To understand the various programmes delivered by OASES at any given time and who is responsible for each.
· To provide general office management with respect to keeping the shared areas tidy; including the office and the kitchen; ordering necessary supplies; filing; watering plants; maintaining composting and any other appropriate tasks.
· To assist staff to gather and put away resources, keeping all storage space, including containers, cupboards and meeting rooms neat, tidy and organised.
· To monitor the use of resources and equipment to ensure that there are sufficient for all.
· Purchasing of necessary equipment, services and resources, following OASES’ policy on sustainable purchasing.
· To assist the OASES staff team in terms of photocopying; emailing; laminating; contacting schools about programmes and when necessary creating resources for use by the team.
· To assist the OASES team with washing/drying equipment including in the washing machine.
· To promote good customer relations by answering telephone enquiries in a professional manner and to transfer calls to relevant staff; take messages; welcome people to The EWE Centre, sign them in, direct them to any facilities they may require and ensure they are shown to the relevant training/ meeting room and offered drinks as appropriate.
· To administer bookings for OASES services.
· To set up and take minutes at meetings as and when required e.g. OASES Team meetings.
· To monitor and act on incoming emails, enquiries and social media communications.
· To use relevant ICT, including appropriate filing and use of Microsoft Office, Canva, Mailchimp and Wordpress.
· To set up ICT equipment when required.
· To edit and input material onto the OASES website and OASES’ social media.
· To create promotional materials for OASES’ projects and events, whilst maintaining our brand.
· To arrange staff team activities. To organise the office tea/coffee money collection; birthday/occasion cards money collection, purchasing cards and organising signing as well as arranging office socials/team days etc.
· To act as the Office First Aider.
· General office administration tasks as needed e.g. recruitment administration.


Additional Responsibilities

· To act as a Data Processor and follow all OASES policies and procedures relating to GDPR and Data Protection.
· A commitment to maintaining Continuous Professional Development.
· Comply with appropriate health and safety policies in all employment practices.
· Comply with the equal opportunities policy and procedure in all employment practices.
· Comply with performance management policy.
· Maintain the integrity of the OASES brand in all internal and external communications.
· Maintain working knowledge of the policies and regulations governing OASES.
· Assure attendance at staff meetings as requested.
· Meet on a regular basis with Line Manager to feedback on progress and agree future targets.
· Undertake any training and development deemed necessary for the pursuance of the post.
· Track time spent on the OASES projects through regular updating of a timesheet.
· Work in a way that contributes to the continuous improvement of OASES services and embraces the organisations quality initiatives.
· Any other duties commensurate with the level of the post.


Special Requirements

· Appraising and satisfying health and safety, legal and other regulations with respect to projects, participants and the general public.
· Ability to travel to a range of locations within a reasonable timescale.
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