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City of Sanctuary Communications & Administration Worker

Job Description

Hours: 12 per week (over 2 or 3 days)
Salary: £18,000 pro rata (ie £5,838/year plus 6.5% pension contribution)
Contract period: 1 year renewable contract subject to funding
Holiday entitlement: 7.5 days (plus Bank holidays)

Based: Sheffield City Centre

The Communications & Administration Worker will be responsible for the maintenance of City of Sanctuary’s record-keeping and correspondence, and for maintaining relationships with our network of supporters. They will respond to enquiries from the general public and assist with fundraising applications and with the organisation of supporters’ events.

They will report to Sheffield City of Sanctuary Development Officer, with additional support and supervision from a member of the Management Committee.

They will share an office with at least 2 other people but in practice will often be working alone and communicating with colleagues, volunteers, supporters etc by phone and email.
Record Keeping

The Communications & Administration Worker will maintain the organisation’s financial records, including cheque and petty cash transactions. They will also maintain and develop our supporters’ database and will organise our information resources and paperwork.

Financial Reporting

The Communications & Administration Worker will monitor income and expenditure against the organisation’s budget, and compile financial information for use in the preparation of annual accounts.

Bills and Purchasing

The Communications & Administration Worker will be responsible for the payment of bills and invoices, purchasing office supplies, postage etc.

Website Maintenance

The Communications & Administration Worker will contribute to the City of Sanctuary website, posting events, features and photos. They will also maintain our Facebook group page and other internet resources.

Contact with Supporters and Public

The Communications & Administration Worker will respond to enquiries from supporters and the public by email, telephone or letter. They will maintain contact with supporters to identify their needs and priorities, and compile and send out regular email newsletters to our mailing list.

Fundraising
The Communications & Administration Worker will assist City of Sanctuary staff in raising funds, particularly by the identification of possible funders, and helping draw up budgets and other supporting documents.

Events

The Communications & Administration Worker will be responsible for organising supporters’ events, including the AGM, conferences, social and entertainment events, training workshops etc. This may include venue booking, publicity, and liaising with performers or speakers.

Supporting the Development Worker and Management Committee

The Communications & Administration Worker will provide administrative support to the Sheffield and National Development Officers and Management Committee, including minute-taking and undertaking such other tasks as the Committee may require.

Person Specification

The Communications & Administration Worker will possess excellent administrative and IT skills, including Web-base applications. They will be confident communicators in spoken and written English, and will be able to organise large amounts of information and a varied workload. They will have a strong commitment to the rights and welfare of asylum-seekers and refugees.

Requirements:

Essential 

Self-starter with excellent organisational skills, able to work proactively and manage their own work efficiently.
High level of competence with MS Access, Word, and Excel applications.

Familiarity and confidence with social media such as blogs and other networking vehicles, as well as managing large volumes of email.

A high standard of written English, good communication skills and ability to sift and prioritise incoming items of information.
Understanding the principles and practice of accounting, including book-keeping, budgeting, reporting to funders.
Highly motivated and committed to the aims and philosophy of City of Sanctuary and to the rights and welfare of asylum-seekers and refugees.  Understanding of other cultures.
Desirable 

Administrative experience in an office environment.

Previous voluntary or employment experience in the refugee sector.

Understanding the potential and application of modern media tools
Experience in using Quick Books or other computer accounts packages.
Experience of organising events.

Application Form
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Address:

Contact phone no:



Email:
Personal Statement: (Please consult the essential and desirable qualities on the Person Specification to complete this section).

Personal statement (continued).

Please use additional sheet if necessary.
Referee Contact Details (one of these should be a previous employer or supervisor).
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City of Sanctuary


Victoria Hall Methodist Church


Norfolk Street


Sheffield S1 2JB


craig@cityofsanctuary.org





June 2010


Dear applicant,





Thank you for applying for the post of City of Sanctuary Communications & Administration Worker. I enclose a copy of the Job Description and Person Specification and an application form.





To apply, please fill in and return the application form by 5pm on Friday 23rd July 2010 by email attachment only to: � HYPERLINK "mailto:craig@cityofsanctuary.org" ��cityofsanctuary@cityofsanctuary.org�


No curriculum vitae is required. 





Applicants will be shortlisted on the basis of information provided on the personal statement only. Please write your personal statement in relation to the essential and desirable qualities required for the successful candidate. We will be in touch after the 30th July to let you know whether you have been shortlisted.





The interviews will be held on Monday 9th August 2010. The appointment will be made subject to references.





Yours faithfully,





Inderjit Bhogal


Chair: City of Sanctuary





























Management committee: Inderjit Bhogal (Chair), Ouattara Houadjotany,


Cllr Mike Reynolds, Gina Clayton, Diana Tottle, Shena Moore, Levan Khazbulatov








