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	Richmond AID Person Specification and Job Description 


	Name of Role
	Officer and Communications Manager  

	Responsible to 
	Chief Executive 

	Post Description 
	The Office and Communications Manager is responsible for ensuring a pleasant work environment with high levels of organisational effectiveness and safety.   The postholder is responsible for organising and coordinating administrative duties and office policies and procedures, taking the lead on management of the database, HR administration, management of the building and day to day management of IT systems, communications and marketing. 

	Experience & Knowledge

	Essential 

1. 2 years’ experience of working in an office environment with proven experience as an office manager, administrator or relevant equivalent. 
2. Experience and knowledge of office manager responsibilities, systems and procedures that will support the organisation to run smoothly and efficiently 
3. An interest in and experience of marketing and communications including online and social media and newsletters, website administration and printed media. 
4. Experience of using a database for data inputting and reporting
5. Excellent administration skills including data entry, editing, typing letters, emailing, minute taking and filing. 

6. A high degree of proficiency in MS Office (MS Work, Excel and Outlook, in particular)

7. Organised, efficient and  able to work to deadlines 

8. Hands on experience with office equipment (e.g. IT equipment, photocopier and printers)
9. Able to set up systems for organising yourself and others e.g. filing systems, online systems 

10. Knowledge and understanding of confidentiality, data protection issues and safeguarding and other relevant policy areas and their application 
Desirable 

11. Experience of database administration 

12. Experience of building/facilities management duties



	Skills & Abilities

	· Excellent time management skills and ability to multi-task and prioritise work

· The ability to plan your own work, work on your own initiative and meet deadlines 
· Strong organisational and planning skills in a fast-paced environment and ability to be proactive
· Attention to detail and problem-solving skills

· A creative mind with an ability to suggest improvements

· Excellent communication skills both written and oral 

· Good attention to detail and accurate 

· Numerate and good grammar 

· Able to work independently as well as part of a team

· Reliability and honesty
· Action orientated and can-do approach

· Tact, discretion and respect for confidentiality

	Other requirements

	This post will be subject to a satisfactory Enhanced DBS check carried out by Richmond AID.

	

	Main Tasks and Duties

	1. Management of the Richmond AID online Charitylog database including training staff, volunteers and partner organisations to use the database appropriately. 
2. Acting as the lead database administrator to provide support to the team and the CEO e.g. setting up users, projects, data inputting, inputting Client Satisfaction forms. 

3. Producing Charitylog reports as needed for funder reports and for the team and managers to monitor projects effectively. 

4. Compiling six monthly Client Feedback reports.
5. Updating and reviewing Richmond AID policies and procedures as required by ISO and ensuring the Staff Handbook, Volunteer Handbook and other key internal publications are kept up-to-date and adhered to by staff and volunteers.  

6. Meeting preparation and minutes of internal meetings e.g. Quality, Finance, Policies and Procedures Sub-committees, team meetings, etc. 
7. Lead our marketing and communications strategy including ensuring we have a visible presence in the borough, including the development of our printed and online newsletter.

8. Ensure the website, social media and publicity materials are up-to-date and of a professional standard. 

9. Take on the role and responsibilities of Data Protection Officer and Health and Safety Officer within Richmond AID. 
10. HR administration including: supporting new staff with induction paperwork; carrying out DBS checks and recording on our central file; ensuring all training is logged on our database and annual leave and sickness is accurately recorded on our online Leaveplanner system. 

11. Working alongside our IT contractor to resolve any issues arising. Day to day management of our IT systems including setting up new staff and volunteers on our IT systems and database and supporting people to use them correctly.  

12. Working alongside our Finance Officer and supporting the finance administration including online payments and filing. 
13. Building management duties including booking repairs, handling room bookings, room preparation for meetings and communicating with suppliers. 

14. Ensuring the asset management register is kept up to date.
15. Order and organise office equipment and stationary. 

16. Organise office systems such as the post, photocopying and scanning. 
17. Administrative support to the CEO, including typing, minute taking, filing, data input, maintenance and management of information as required. 
18. Reception duties including:  lunch cover and ensuring there are efficient systems in place; training reception temps and volunteer lunch cover; and bookings for temporary agency cover. 

19. Compliance with Richmond AID’s policies and procedures. 
20. Attending training and development as identified by you and your manager.
21. Attendance at team meetings and supervision.  
22. You will need to travel within LBRuT as part of this post and occasionally may need to work outside of normal office hours including evening and weekends. 
23. Any other work commensurate with the level of this post. 


