Threshold DAS 
JOB DESCRIPTION and PERSONAL SPECIFICATION
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Threshold DAS Ltd is a woman centred organisation and is affiliated to Welsh Women’s Aid, but also supports men, children, and youth people. The MOVING 4WARD Administration and Monitoring Officer will be required to work throughout POWYS. The MOVING 4WARD Administration and Monitoring Officer will provide a supportive service to individuals in the wider community. THE MOVING 4WARD Administration and Monitoring Officer will work in accordance with Threshold DAS Ltd Policies & Procedures.
The role is currently home working but your base will either be Llanelli or East Wales. You will have to travel to Llanelli once every two weeks.
Post Title:

Administration and Monitoring Officer:  The MOVING 4WARD Project
Responsible to: 

Project Co-ordinator – MOVING 4WARD 
Salary: 


£11,576 for 21 hours per week. 
Contracted hours: 
21 hours per week will include some evenings and weekend work.

Main Duties
1. Responsible for effective internal and external communication on the project.
2. Enrol potential clients onto a variety of educational workshop/courses.

3. Support learners with paperwork and activities.

4. To take the lead in providing comprehensive and professional administration services to Threshold and its employees, ensuring compliance with all employment statutory obligations.

5. To oversee the operation of Administration for the MOVING 4WARD project.

6. To provide IT support where possible and to source external IT Support when necessary.

7. To develop and maintain effective monitoring systems to produce regular reports.

8. To take the lead with the management of Health & Safety, ensuring that The MOVING 4WARD project complies with all H&S legislation.

9. Collate information and support the marketing officer to produce a bi-monthly newsletter for the MOVING 4WARD project.
10. General administration duties, phone calls, mail, filing etc.
11. Post updates on various social media sites by the advice of the marketing officer.
12. Take minutes of meetings.
13. Engagement with participants to collate their paperwork.

14. Support for Tutors, Project Manager, Project Co-ordinator.

15. Daily recording on Modus of engagements in relation to the MOVING 4WARD project.
16. Attending events with the project co-ordinator.

17. Support learners with their referral paperwork.

18. Scanning of Funders paperwork as directed by your line manager.

General Duties
1. Participate in regular team meetings and individual support and supervision.
2. Promotion of the MOVING4WARD project across POWYS.
3. Undertake training as required.
4. Any other duties as reasonably required by your manager.
	
	Essential
	Desirable

	Education/ Qualifications
	· 5 GCSE’s including English Mathematics and IT (C grade and above) or relevant experience.
	· A level Standard

· ECDL qualification or equivalent

· 1st Language Welsh

· Shorthand

· Qualification in office administration

	Knowledge/

Skills
	· Excellent IT skills

· Excellent oral and written communication skills.

· Experience of producing reports

· Excellent organisational skills

· Ability to design leaflets/ creative skills.

· Ability to work to and meet deadlines.

· Experience of minute taking

· Ability to work as part of a team or on own initiative.

· Able to use initiative and judgement.

· Awareness of sensitive issues and ability to apply a high level of discretion and confidentiality.

· Flexible and adaptable approach to working.

· To have a non-judgmental and non-directive attitude to service users.

· Full clean driving license and use of vehicle.

· Availability for weekend work if needed.

	· Experience of working with Agored Cymru

· Experience of working with European Funding Projects.

· Experience of working with vulnerable individuals

· Experience of liaising with other agencies, both statutory and voluntary.

· Experience of working within the third sector.
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