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JOB DESCRIPTION

Job Title:	Office and Communications Administrator
Location:	Office based (Finchley)
Hours	25 hours per week, working 5 short days
Duration:	3 months (temporary)
Salary:	£28,000 FTE (plus 5% employer’s pension contribution)

Job Purpose
The Office & Communications Administrator will provide practical administrative, communications and events support to the charity during a three-month period of staff absence. 

This is a varied, hands-on role, helping to ensure that the office runs smoothly, enquiries are dealt with promptly, meetings and events are well organised, and our work continues to be visible through effective communications and social media.

The role will have support key activities taking place during the contract period, including our AGM, Trustee meetings, Lace Up for London and other organisational events and communications.

MAIN RESPONSIBILITIES
Office and General Administration
· Act as a friendly and professional first point of contact for telephone calls, emails and visitors.
· Monitor the central email inbox, responding to routine enquiries and directing other enquiries to the appropriate member of staff.
· Provide practical day-to-day administrative support to the team.
· Manage meeting and room bookings and liaise with external room users where required.
· Set up rooms for meetings, training and events and ensure they are left appropriately afterwards.
· Order stationery, office supplies and other resources as required.
· Help ensure that the office environment is organised, welcoming and appropriately equipped, 
· Tasks may involve some lifting and carrying of equipment such as IT, flipchart stands, display boards and stationary supplies.
· Liaise with suppliers and other external contacts regarding routine office matters.

Meetings, Trustees and Governance Support
· Write letters and emails of thanks to supporters and manage engagement through regular contact, such as seasonal cards and greetings
· Help create content/materials for projects Provide administrative and practical support for Trustee and other organisational meetings.
· Coordinate meeting dates, room arrangements and attendance as required.
· Support the preparation and circulation of meeting papers and information.
· Take clear and accurate minutes at Trustee Board, team and other meetings.
· Produce draft minutes promptly following meetings for review.
· Support the CEO and Trustees with practical administrative arrangements associated with Board activity.
· Assist with the preparation and organisation of the charity's Annual General Meeting at the end of November, including invitations, attendance, venue arrangements, papers, presentations and practical arrangements on the day.

Events and Activities
· Provide administrative and practical support for events taking place during the contract period.
· Help coordinate event arrangements including venues, bookings, invitations, attendance lists, equipment, materials and communications.
· Liaise with staff, venues, partners and other stakeholders to ensure arrangements are confirmed and communicated clearly.
· Support the organisation and delivery of the AGM and other planned events.
· Help promote events and activities through the charity's communication channels.
· Provide practical support on the day of events where required.

Communications and Social Media
· Support communications around key campaigns and events taking place during the contract period, including Lace Up for London.
· Help create simple promotional materials and content for events, campaigns and organisational activities.
· Work with colleagues to gather photographs, stories, updates and other appropriate content for communications.
· Support communications before, during and following events to help increase awareness and engagement.
· Ensure communications are consistent with the charity's tone, values and approach and that appropriate consent and confidentiality requirements are observed.

General Responsibilities
· Work collaboratively with colleagues across the organisation and respond flexibly to changing priorities.
· Maintain confidentiality and handle information appropriately.
· Follow Home-Start Barnet, Brent & Harrow's policies and procedures, including data protection and safeguarding requirements.
· Represent the charity in a warm, professional and inclusive manner.
· Undertake other reasonable administrative, communications and events-related duties consistent with the temporary nature and level of the role.


This job description is an outline only and the post holder may be required to undertake other duties and consider changing circumstances.

PERSON SPECIFICATION
We are looking for someone who can quickly get to grips with a busy small-charity environment and provide reliable, practical support with minimal supervision.

Essential
· Previous experience in an administrative, office support or similar role within a charity or community setting.
· Excellent organisational skills and the ability to manage several tasks and deadlines at the same time.
· Confident and professional telephone and email communication skills.
· Strong written English and the ability to draft clear, engaging communications.
· Experience of taking accurate meeting minutes.
· Good working knowledge of Microsoft Office, including Outlook, Word and Teams.
· Experience of creating social media content and simple promotional materials.
· Ability to organise meetings, events and practical arrangements.
· Good attention to detail and a reliable approach to completing tasks.
· Ability to prioritise work and follow tasks through to completion.
· Ability to work independently while knowing when to seek guidance.
· Friendly, approachable and confident in dealing with a wide range of people.
· Willingness to work flexibly as part of a small team.

Desirable
· Experience of updating website content.
· Familiarity with Canva or similar design tools.
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