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JOB DESCRIPTION

JOB TITLE:

Administrator
RESPONSIBLE TO: 
Programme Manager xl
LOCATION:

Currently Pontefract- Moving to Leeds
 City Centre.
INTRODUCTION TO THE PRINCE’S TRUST:

The Prince’s Trust is a UK wide charity which helps to change young lives. Through a combination of support and training we provide young people between the ages of 14 and 30 with the skills, motivation and confidence to help move them to employment, training or further education. We work with the most disadvantaged young people, focusing our efforts on young people who are long term unemployed, those who are leaving care, those who have been in trouble with the law, and young people who have struggled at school. Since The Trust started we have helped change more than half a million young lives; this year across the UK we will help another 40,000 young people including almost 4,000 in Yorkshire and The Humber. However we know that there is more to be done. In this region alone there are more than 100,000 young people who need our help, and we will continue to do everything we can to reach and support more of them. 
THE TRUST’S VISION

To be the UK’s leading charity helping disadvantaged young people.

THE TRUST’S VALUES

Approachable – 
we are open and welcoming

Inspiring – 

we lead by example

Enabling – 

we make success possible

Passionate – 

we believe deeply in all that we do

Committed – 

we deliver our promises

PURPOSE OF THE JOB: 
Reporting to the Programme Manager – xl the Administrator is responsible for providing timely administrative support and customer services to Programme Staff and organising events relevant to the xl and Team Programmes. Liaising with Schools and Delivery Partner organisations is also a key element of this role

RESPONSIBILITY FOR STAFF:
The post will not be responsible for other staff. 

BUDGETARY RESPONSIBILITY:

None

HEALTH & SAFETY/RISK:
Administration Support must ensure:

· All staff and volunteers in their care are aware of The Prince’s Trust Health & Safety policy, Health & Safety manual and general safety procedures.

· Effective health and safety communication flows between all management and all staff for whom they have responsibility.

· All internal accident and incidents are to be reported to the Regional Health and Safety Officer who will in turn report to the Health & Safety manager at the Trust’s head office

· All staff must comply with the Personal Safety Policy especially with regard to meeting young people and volunteers.
TASKS AND RESPONSIBILITIES:

1. Contribute to the delivery of the, xl, Team, Pilot, Local and Get Into programmes through administrative support in accordance with quality standards and toolkits.

2. Manage and plan own workload to ensure the effective delivery of programme support, through handling mail and telephone enquiries and maintaining databases and filing systems.

3. Provide basic telephone support and guidance to young people in respect of accessing Prince’s Trust programmes and signposting to other agencies if Prince’s Trust programmes are not appropriate.

4. Produce management reports and statistics as required.

5. To be responsible for handling the xl administration in relation to communicating with Schools and xl club advisers, Link Teachers and Head Teachers and maintaining relevant databases.

6. Organise network and promotional events.
7. Maintain good working relationships with colleagues in the Head Office (PSE) to ensure that the xl & Team programme support and other areas of work are delivered in line with the expected standards.

8. Organise the regional training for the xl programme.

9. To carry out other duties as may be reasonably required from time to time by the Trust, that are broadly similar to those normally performed by the post holder. These duties include covering for other members of the Programme Support for Team and xl command and reception.
Person Specification Matrix
	Criteria required for the role
	Essential 
	Desirable 

	Skills & Knowledge:


	· Excellent interpersonal, written and verbal communication skills, including the ability to present to and positively influence a wide range of internal and external customers.

· Excellent planning, time management and organisational skills, being able to work to deadlines.
· The ability to work on own initiative and find creative solutions to problems.

· The ability to contribute positively as part of a team.

· A strong awareness and understanding of equal opportunities and the ability to translate these into effective action.

· To be customer focused and have an understanding of the challenges facing young people with whom the Trust works.
	· An understanding of the Princes Trust Programmes.


	Experience:


	· Excellent telephone manner and an ability to understand clients’ needs over the telephone

· Administration skills and IT literacy including knowledge of MS Word, MS Outlook, MS Excel.
· Ability to update and maintain databases.

· Experience of organising events.
	

	Disposition: 


	· Flexibility to work some evenings and weekends as required.

· Ability to attend meetings/ courses throughout the Region/UK with occasional overnight stays
	

	Technical:


	
	· Current IT or secretarial qualification



CONDITIONS OF SERVICE: 
Contract



This contract is open term subject to funding being available
Salary Range


£14,050 to £14,825 per annum FTE
Holidays
25 days per annum plus recognised bank and public holidays, pro-rata to the number of hours worked.  The holiday year runs from January to December.

Hours
These will be based on a normal working week of 35 hours and your working days will be Monday to Friday within the hours 9am – 5pm (exact hours to be confirmed for part-time positions), excluding 1 hour unpaid for lunch.  Due to the nature of this position you may be required to work additional hours should this be necessary to fulfil your responsibilities.  

Life Assurance  
The Trust, at its discretion, operates a Life Assurance benefit which currently provides cover of 4 x your gross annual salary.  Cover commences on the first day of employment.  Entitlement to benefit will be determined by the insurance company.

Period of Notice
During the probationary period, initially of six months, the period of notice will be two weeks on either side.  Thereafter the periods of notice are as set out in the statement of terms and conditions.

Pension
You are entitled to join the Trust’s Pension Scheme with effect from three months of the commencement of your employment.  Under the terms of the scheme you are required to make a minimum contribution of 2.5% of your salary and the Trust will make a contribution of 7.5% of your salary.   

Retirement

The retirement date for the both men and women is their 65th birthday, however, you have the right to request to continue working beyond 65.  Please contact a member of the HR Department for further details.

Employee Assistance Programme (EAP)

You are entitled to utilise The Trust’s EAP which is a confidential counselling and advice telephone service.  This operates 24 hours per day and 365 days per annum.

Flexible Benefits

As an employee of The Trust you can benefit from a range of flexible benefits including private healthcare, dental care, health care cash plans, travel insurance and health screenings.  All are available at a corporate rate discount.  Please contact a member of the HR Department for further details.
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