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Break free from domestic abuse



Job Description


	Title:


	Business Administrator 

	Area:
 
	Organisation

	Reporting to:

	Director of Operations
All paid members of staff are accountable to the CEO, and ultimately the Trustees of TDAS

	Service:
 
	Organisation        

	Place of work:
	Trafford 3 days and Salford 2 days 

	Hours of Work                      
	37 hours per week

	Salary/scale:

	£20,444- £22,129


This post is subject to DBS disclosure scheme 
Background
Trafford Domestic Abuse Services (TDAS) is a Quality accredited, registered charity offering support to individuals and families who are affected by domestic abuse since 1990. We support families who live/work in the Trafford area and also provide IDVA and Children and Young People (CYP) support services in Salford. We provide both intervention and prevention services and work in partnership with other voluntary organisations to support families across Greater Manchester.
TDAS Values

Innovative: 

introduce new ideas, are creative and foreword thinking. 
Collaborative: 
work in partnership with key stakeholders to enable people to achieve a defined & common purpose
Openness: 
create an open culture, provide transparent reporting, good fundraising and governance.
Person centred: 
provide coordinated, personalized and enabling services to everyone
Empowering: 
empower our service users to become stronger, more confident, being aware of their rights and privileges and live a more meaningful and fulfilling life.
Purpose of the role
To provide professional, efficient and effective administrative support to TDAS, ensuring efficient and effective running of the charity office and daily business, managing referrals and daily tasks to ensure the services within the organisation function efficiently. To support the charity team in the management and administration of its fundraising, HR and marketing functions.
Main Duties 
Administrative support to CEO/Director of Operations

· Coordinate board and wider leadership meetings, send invites and ensure rooms are set up for the meetings to run smoothly.

· Compile documents and presentations for both in-house and external meetings.

· Collation and distribution of bi-monthly board of trustee papers 

· Data collation for services and produce basic reports as and when required 

· Maintenance and development of records and information required by funders; 

· Administration duties required for Trustee recruitment and induction 

· Support the Director of Operations with the recruitment process including advertisement, interview bookings and necessary paperwork 

· Administrative tasks related to tendering, funding applications and grants. 

Administrative support to the charity

· Be responsible for the smooth running of the Trafford and Salford office and services, dealing with enquiries by telephone, email and post, and maintaining filing systems (both electronic and hard copy).

· Filter telephone calls before passing them to the necessary person. Take and

· relay accurate and timely messages and answer questions where possible.

· Maintain a comprehensive paper and electronic filing system.

· Deal with visitors to the organisation in an appropriate and personable

· manner.

· Make any necessary travel arrangements for the charity team.
· To undertake word processing, electronic communication, telephone communication, filing, faxing, printing and photocopying work as required by the charity team, including the Senior leadership team.

· Set up meetings, book meeting rooms and coordinate events accordingly.

· Manage the I.T. monthly surgery for the staff team

· Develop and maintain an up-to-date health and safety record
· To contribute to the corporate planning of the organisation as required. 
· To represent and promote TDAS and its work positively in all internal and external dealings.  

· Maintenance, development and uploading of data and information on to recording and case management systems; 

· Management of stock levels and ordering within budget constraints;

· Attendance at and taking of minutes of Team meetings, and at Trustee Board meetings as and when requested by the C.E.O or Trustees. This will sometimes involve attendance at evening meetings;

· Work with Fundraising and Marketing team to ensure appropriate promotion and literature  
· Taking Referrals for services and allocating accordingly 
· Archiving files
· Management of Register of documents, informing the Director of Operations when the Polices and Procedures and Risk Management System needs reviewing 
General 

1. Work with the Chief Executive Officer and other staff members to 
           promote and support the development of TDAS.

2. To adhere to TDAS Code of Conduct at all times.
3. To attend staff meetings when required

4. To work in line with, and follow, the policies and procedures of TDAS.

5. To ensure that all TDAS policies and procedures are implemented and 
        promoted by staff. 

6. To actively promote diversity in the organisation.

7. To act as an ambassador for and represent the TDAS at external 
        functions.

8. To represent TDAS on local and regional forums.

9. To build positive relationships and partnerships with key local agencies
10. To embody TDAS’s values and act as a role model.

11. To participate actively in the management team, contributing to the strategic development of the organisation.

12. To undertake any other duties as may be deemed consistent with the requirements of the post.
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