
Job description

Job title:

Contract Support Administrator
Department: 
Service Delivery
Reporting to:
Contracts Manager
Responsible for:
No line reports, but will be required to provide advice or introductory training
____________________________________________________________________

1. Purpose of the job
To provide administrative and technical support to the Contracts Manager in accordance with service contracts across Wales, and to ensure HR processes and Data Reporting are completed in accordance with Victim Support’s National Standards, Policies and Procedures.

2. Main duties
· Provide administrative and technical support to the Contracts Manager or as designated by the Contracts Manager including  the Victim Services Director 
· Collate and record statistical information as necessary to inform reporting requirements as requested by commissioners including analysing monthly and quarterly reports form CMS and Business Objects to inform the Contract Manager
· Liaise with VS IT department  and other providers to ensure IT and communications equipment is fully functional in all VS offices and be the point of contact for staff on any such issues 
· Assist and supply information and correspondence to internal and external contacts in accordance with required deadlines

· To be on site in any of the 4 bases in Wales as necessary to support the Contract Manager
· Produce trend analysis and forecast reports using operational and financial data for senior management decision making
· Collate and produce information required for reports as necessary. Create necessary databases and spread sheets as required, including collating the performance and other reports for performance and contract meetings
· Maintain any files, including service contracts (computerised or manual) in accordance with data protection and information sharing agreements. 
· Provide Welsh translation, both written and oral as necessary
· Be responsible for the recruitment process of staff and associated administration, including supporting interview panels where Welsh language is a necessary criteria
· Participate in any fundraising strategies, targets and events as required 

3. Generic responsibilities

· Manage personal resources and own professional development

· Ensure all duties are carried out in a manner which promotes Victim Support’s equality and diversity policies

· Promote a health and safety culture within the workplace, observe all health and safety rules and procedures and all attend training courses as required

· Ensure that essential information of a sensitive or personal nature is not disclosed to or discussed with inappropriate persons 

· Ensure all information is maintained in accordance with the Data Protection Act

· Undertake any other duties as required
4. Travel
· Occasional travel will be required
5. Unsocial Hours
· There is no requirement to work unsocial hours
This job description serves to illustrate the type and scope of the duties currently required for the above post and to provide an indication of the required level of responsibility. It is not a comprehensive or exclusive list and duties may be varied from time to time, they will not however change the general character of the job or the level of responsibility entailed.
Date:

April 2016
Person specification

Job Title:
  Contract Support Administrator
Department:  Service Delivery 
____________________________________________________________________

Up to 6 months experience required
1. Knowledge and Experience
Essential
· Payroll Processes
· Maintenance of files (computerised and manual) in accordance with the Data Protection Act and other legal requirements (s)

· Understanding and knowledge of an active commitment to promoting equal opportunities and diversity (s)

· Understanding and knowledge of the requirement for confidentiality (s)

· Undertaking administrative tasks

· Maintaining databases

· Implementing and maintaining efficient administration system(s) 
· Fully bilingual in Welsh (s)
Desirable
· Minute taking

· Statutory regulations relating to Income Tax, NI, SSP, SMP and pensions

2. Skills and abilities
Essential


· Ability to work without direct supervision, prioritise work and deal with competing demands in an organised and methodical manner (s)

· Ability to communicate sensitively and effectively both verbally and in writing with a wide range of people (s) 

· To build and sustain relationships, to work constructively with other members in the organisation and to liaise with external authorities

· Problem solving and to make decisions and demonstrate accountability (s)

· Demonstrate accurate numerical and analytical skills 
· To work effectively within a team

· Value and support others

Desirable
· Ability to promote the work of Victim Support

· To recognise own strengths and weaknesses
3. Qualifications

Essential

· O level, GCSE grades A-C or Scottish standard grades or equivalent in English and Maths

· IT literate, including, Excel, Word, PowerPoint, SharePoint, Outlook

Desirable
· Typing and or shorthand qualifications would be an advantage

(S) = shortlisting criteria


Indicate which level is required for the post 
	DIMENSIONS
	Level for Post

	Accountability for actions
	Limited direct decision making

	Independence of action
	Organises own work – required to show initiative

	Complexity
	Range of semi- routine duties, knowledge of a variety of procedures etc required

	Relationships and communication skills required
	Frequent contact within own working group.  Little contact outside VS

	Direction (supervision received) – Freedom to Act
	Work is largely reactive, normally subject to weekly review

	Demands of work
	Moderate demands
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