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Purpose of Your Job
Your principal responsibility is to work with the Directors and the Finance and Resources Manager to ensure the efficient, cost effective and smooth running of all communications, health and safety, policies and quality systems, developing and implementing new systems where necessary.
 
· Website/Social media - ensure current website is up to date at all times and lead on implementation of a new website and social media strategy.
· Develop communication tools and templates, to include production of a quarterly newsletter to staff and volunteers and collating staff and volunteer feedback  to facilitate good communication across the organisation
· Support with preparation of bids and manage project plans as required.  
· Support the board of trustees, arranging meetings and production and circulation of relevant paperwork
· Oversee the co-ordination of various Rotas and staff meetings 
· Ensure all policies are up to date and current and are reflected in the handbook
· Communicate agreed policies and procedures to all staff and volunteers
· Support standards around Pqasso
· Oversee the coordination of staff and volunteer recruitment.
· Co-ordinate relevant H&S checks, audits and procedures in line with the risk assessments 
· Support the Finance Manager and Administrator with finance tasks to cover for holiday and sickness.
· The post holder may be expected to undertake other appropriate duties from time to time under the direction of the Finance and Resources Manager or the Directors
· Attend a range of agency events including staff meetings, Link Days, and AGM.




