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Job description

Job title:


Victims Services Administrator
Service Area / Function:
Victims Services
Job Location:


To be advised
Reporting to:


Contract Manager
Responsible for:

None
______________________________________________________________________________________

1 Purpose of the job
To provide administrative support to the Contract Manager and to ensure administrative processes, including payroll, finance, IT and HR processes, are completed in accordance with Victim Support’s National Standards, Policies and Procedures.

2 Main responsibilities 
Performance
· Provide administrative support to the Contract Manager or as designated by the Contract Manager
· Work collaboratively with other administrative, finance, IT and HR employees across the organisation to support effective daily operations
· Ensure up-to-date, accurate and timely information is provided as required
· Assist with any recruitment campaigns and training administration as necessary

· Maintain and review contracts and arrangements concerning building maintenance and security

· To demonstrate positive behaviours which reflect our policies and values

· Ensure Victim Support processes relating to the Disclosure and Barring Service are followed at all times and maintain an appropriate monitoring system
Change, Challenge and Improvement 
· Participate in supporting new areas of work and development

Managing People & Teamwork

· Develop productive working relationships with colleagues and stakeholders

· Liaise with appropriate Victim Support colleagues to contribute to the effective running of the service
· Work as part of a team to provide service delivery support

· Communicate appropriate information to all relevant parties in line with Data Protection Policies

3 Tasks 

· Ensure relevant databases, files and records (computerised or manual) are maintained accurately and efficiently and in accordance with data protection requirements

· Collate and produce statistical and other management information as required 
· Participate in any fundraising strategies, targets and events as required 
· Take minutes of any meetings, make room bookings and refreshments where required

· Ensure Payroll, HR, IT, Health and Safety and other necessary paperwork is processed accurately, appropriately and in a timely manner 
· Provide support to ensure effective recruitment processes 
· Manage processing of order requisitions, purchase orders, invoices, placing orders and liaising with suppliers as required
· Management of  mail, telephone and general queries

· Comply with legal, regulatory, ethical and social requirements
4 Generic responsibilities

Learning, Development and Training 

· Renew and enhance direct report team skills and maintain own professional development.
Equality, Diversity and Inclusion

· Ensure all duties are carried out in a manner which promotes Victim Support’s equality, diversity and inclusion policies.
Health, Safety & Environment 

· Promote a health and safety culture, observe all health and safety rules and procedures and complete training courses, as required.
Data Protection


· Ensure that essential information of a sensitive and/or personal nature is not disclosed to, or discussed with, inappropriate persons and that all information is maintained in accordance with the Data Protection Act.
Other Duties

· Undertake any other duties as required.
5

Key Deliverables – Measures of success

· Provision of appropriate support and high quality information for the Contract Manager and Victims Services in line with the service agreement 
· Ensure service delivery standards are maintained at all times

· Achievements of objectives as defined in annual performance review

6 Travel

· Travel may occasionally be required to meet the needs of victims and to fulfil the role.  There may also be a need for occasional travel outside of the contract area to meet the demands of the role and for training or staff meetings
7 Unsocial Hours

· Able to work flexibly in order to meet the demands of the role.  This is expected to be completed within flexible working arrangements 
This job description serves to illustrate the type and scope of the role and to provide an indication of the required level and breadth of responsibility. 
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