[image: image1.jpg]oo A safe place for anyone
res 0 affected by domestic abuse.





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 ‘ARC’ Administration and Monitoring Officer will be required to work throughout Dyfed Powys area. The Administration and Monitoring Officer will provide a supportive service to individuals in the wider community. The Administration and Monitoring Officer will work in accordance with Threshold DAS Ltd Policies & Procedures.
The role is currently OFFICE BASED.
Post Title:

ARC Programmes Administration and Monitoring Officer:  
Responsible to: 
 Richard Owen
Salary: 

£21,476 
Contracted hours: 
35

Main Duties

1. Responsible for effective internal and external communication on the project.
2. Enrol potential clients onto identified programmes / courses.

3. Support programme participants with paperwork and activities required and as appropriate.

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 ‘ARC’ 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 as required.

8. To take the lead with the management of Health & Safety, ensuring that ‘ARC’ complies with all H&S legislation.

9. Collate information and support the marketing officer to produce a bi-monthly newsletter for ARC.
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. Support for Facilitators, Programme Manager, Programme Co-ordinator.
14. Daily recording on Modus of engagements in relation to the ‘ARC’ projects.
15. Attending events with the programme manager & co-ordinator.
General Duties
1. Participate in regular team meetings and individual support and supervision.

2. Promotion of the ‘ARC’ project across Dyfed Powys with relevant agencies.
3. Undertake all training as required to full fill the role and as required in Threshold-DAS.
4. Uploading information to the identified recording system.
5. Keep and manage all required ARC programme spreadsheets and databases up to date.
6. Booking appointments with clients / agencies are required.
7. Processing of all ARC related referrals and monitor.
8. Maintaining accurate and organised records for all ARC programmes.
9. Where necessary handling incoming and outgoing communications, including emails and phone calls to service users and linked agencies.
10. Scheduling meetings as required by ARC manager, coordinator and preparing meeting agendas as required.
11. Providing general administrative support to ensure the smooth operation of the programme

12. Ensuring confidentiality and data protection protocols are followed.
13. Assisting with the preparation of reports and documentation.
14. Monitoring and ordering office supplies.
15. Supporting event planning, coordination and attendance to promotions.
16. Ensuring the programme staff are aware of any new sector developments and PDD from the Respect organisation.
17. Where necessary managing client correspondence and follow-ups.
18. Developing and implementing efficient office procedures and systems as needed.
19. Assisting with the maintenance of programme documentation and manuals.
20. Updating and maintaining the programme's social media platforms via organisation publicity officer.
21. Organising and maintaining the office filing system, both electronic and paper where needed.
22. Assisting in the coordinating of travel arrangements and itineraries for staff and clients where necessary.
23. Assisting with budgeting and financial management tasks a directed by programme manager.
24. Preparing invoices and expenses as required which relate directly to ARC programmes.
25. Providing technical support for virtual meetings and online programme sessions.
26. Supporting the evaluation and feedback process to improve programme delivery.
27. Assisting in the development of promotional materials and outreach strategies.
28. Keeping up to date with changes in policies and regulations relevant to the programme.

29. Ensuring that all administrative processes are streamlined and are as effective as possible.
30. Conducting periodic reviews of administrative systems and processes for efficiency improvements.
31. Providing training and support to new staff members on administrative procedures.
Any other duties as reasonably directed and required by your manager.

Person Specification

	
	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.




