LONDON CIVIC FORUM

JOB DESCRIPTION
Post Title                   LONDON CIVIC FORUM ADMINISTRATIVE OFFICER




6 month temporary contract
Grade
NJC Scale 4, scp 20 £18,453 + £3, 299 ILW pro rata for part time    (21 hours pw)

Purpose of Job
To provide administrative support to the London Civic Forum

 Accountable to
London Civic Forum Interim Director and through the line management structure to the Civic Forum Executive Committee

Managing

No line management responsibility

Key Areas


1. Administration

2. Technical support

3.
Civic Forum Members

Key Area 1 - Administrative Support

1.1
Arrange a variety of internal and external meetings taking minutes as appropriate. Provide information to other participants on the relevant subject matter. Prepare, obtain and assemble documents, and dispatch copies to those attending

1.2
Receive and make telephone calls to a wide range of internal and external contacts, receive and give advice and/or information, or refer on as appropriate

1.3      Responsibility for ensuring all emails received by info@londoncivicforum.org.uk are dealt with appropriately

1.4      Ensuring all incoming and outgoing post is logged; incoming post to be dealt with or distributed to relevant members of staff and outgoing post to be appropriately franked
1.5
Set up and maintain filing, administrative and information systems, and other office systems as requested

1.6
Deal with straightforward correspondence on own initiative when required. Provide draft replies on more complex matters of a confidential or sensitive nature as directed

1.7
Word-process letters, reports and other documentation. Photocopy material and mail out information as required 
1.8 Assist with sending out the e-bulletin paper version and email version

1.9      Organise/assist with relevant London Civic Forum mail outs
Key Area 2 - Technical Support

2.1
Assist in the organisation and planning of conferences and events, being responsible for all administrative arrangements (venue, refreshments, interpreters etc), conference packs, bookings (using database) and monitoring forms
2.2
Ensure that office equipment and systems are kept in good working order and that relevant maintenance contracts are in place to support this
2.3
Production, collection, collation and circulation of information in a range of  appropriate and accessible formats including newsletters and briefings to members, event participants and others as appropriate
Key Area 3 – Civic Forum Members 

3.1
To assist the Interim Director in the preparation, organisation and arrangements for the Civic Forum Council, Executive Committee, Honorary Officers and internal staff meetings

3.2       To be the first point of contact for enquiries from members and others 
3.3     To update information on the Civic Forum database re. members, prospective members, funders and other contacts whenever changes are notified, new contacts are made or inaccuracies are signalled, e.g. if emails persistently bounce back
3.4
To work co-operatively with other staff members

3.5
To represent the Civic Forum in a positive way in all dealings with external agencies
3.6 To carry out any additional duties deemed appropriate by the Interim Director 

or Chair

In carrying out these functions, the post holder must give due regard to the organisation's Equal Opportunities and other policies, such as Health and Safety
PERSON SPECIFICATION
London Civic Forum Admin Worker (part time temporary position) 

1.
One years experience of undertaking a range of administrative work 
2.
Experience of setting up and maintaining office systems, manual and computerised records and filing systems
3.
Experience of working with limited supervision and guidance
4.
Experience of writing correspondence, short reports, articles or briefings
5. Experience of organising meetings and assisting with other events
6.
Experience of collecting, analysing and disseminating information
7.
Understanding of equal opportunities and the ability to implement it in all aspects of  work
8.
Ability to liaise with external bodies including private, statutory, voluntary and faith-based sectors
9.
Ability to plan and prioritise own work and meet deadlines  

10.
 Ability to use email, social networking sites, wordprocessor and spreadsheets and a willingness to learn to use the LCF database

11.      Ability to take excellent meeting minutes/notes

BASIC TERMS AND CONDITIONS

Salary
NJC Scale 4, scp 20 £18,453  pa plus £3,229 Inner London Weighting pro rata
Hours
9.30 a.m. to 5.30 p.m. Monday to Friday (which includes a 1 hour lunch break). We operate a system of flexible hours - core hours 10.00 a.m. to- 4.00 p.m., remaining time can be arranged to suit the individual.  Some flexibility is required as the post may involve occasional evening work for which there is time off in lieu
Holidays
25 working days per annum plus three additional days following the Christmas and one following the Spring and Easter Bank holidays 

Access
The premises where London Civic Forum will operate from are wheelchair accessible, with accessible toilets

The London Civic Forum as an Equal Opportunity Employer is committed to equality of opportunity and seeks to implement its equal opportunities policy in all aspects of its work, from employment to service delivery.  Prospective employees are expected to demonstrate a commitment to equal opportunities. Applications are invited from all sections of the community, particularly from groups who traditionally face discrimination
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