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JOB DESCRIPTION

POST: Office Coordinator
GRADE:   SCP 33-36 (£32,151- £34,383)

RESPONSIBLE TO: Chief Executive
RESPONSIBLE FOR: Receptionist and Volunteers
	PRIMARY JOB FUNCTION


To manage relationships with customers including members, organisations hiring desks, and users of our conference, training and meeting facilities
To manage the facilities provided at the Pentonville Road Resource Centre to ensure consistently high standards of service
To work closely with the Information and Communications Officer to ensure cover for all aspects of Voluntary Action Islington’s core operational functions, including reception arrangements at all times

	DUTIES AND RESPONSIBILITIES


To market and promote hire of Voluntary Action Islington supported desk facilities, conference, training and meeting facilities

To organise the bookings system and ensure that invoices are raised when rooms are let

To oversee all arrangements for events, training courses, meetings and bookings organised or held at the Voluntary Action Islington Resource Centre, including room set up, refreshments and staffing of the shop front/reception

To manage the arrangements with organisations to whom we provide supported desks, including issuing and compliance with their licence, provision of services and ensuring that organisations are invoiced for use of desks and services

To provide administrative support and minute taking for forums, events and at meetings, including the trustees meeting

To supervise staff (including an apprentice) and volunteers involved in assisting with provision of facilities and customer services at the Voluntary Action Islington Resource Centre
To maintain the Voluntary Action Islington register of members and work with the Information and Communications Officer to support use of the database and development of the online directory
To maintain an overview of standards in the building, including accessibility, security and health and safety, to undertake audits of facilities make proposals about improvements in the building and implement agreed measures to maintain and upgrade our facilities

To manage arrangements for the provision of services including maintenance, cleaning, ICT, projection facilities, telephone and others and ensure that contractors deliver to a high standard and have due regard to environmental sustainability, health and safety and customer requirements at all times
To be responsible for recruitment and induction of staff and provide a Human Resources function to the organisation.
To ensure that supplies are maintained and order stationery, refreshments and cleaning materials ensuring excellent value for money for all goods and services purchased
To contribute to the design and production of publications as agreed

ADDITIONAL:
 

· At all times carrying out responsibilities/duties within the framework of VAI’s equal opportunities and other policies.

· To use and assist others in the use of information technology systems to carry out duties in the most efficient and effective manner.

· To carry out additional tasks that may be required from time to time to achieve agreed service outcomes and outputs, and personal appraisal targets, as agreed with the line manager.
· To assist with cover and reception arrangements at 200a Pentonville Road, dealing with enquiries and signposting service users to ensure high standards of customer service.
· To undertake training and constructively take part in meetings, supervision, seminars and other events designed to improve communication and assist with the effective development of the post and post holder.
· The post holder is expected to be committed to VAI’s core values of fairness, effectiveness and transparency and to demonstrate this commitment in the way they carry out their duties.
· Ensure that duties are undertaken with due regard and compliance with the Data Protection Act and other legislation.

· Carry out duties and responsibilities in accordance with VAI’s Health and Safety Policy and relevant Health and Safety legislation.
· To collect and record data about service provision that can be used for monitoring purposes and to support service improvement
PERSON SPECIFICATION

VOLUNTARY ACTION ISLINGTON
The person specification is a picture of skills, knowledge and experience required to carry out the job.  It has been used to draw up the advert and will also be used in the short-listing and interview process for this post.  

You should demonstrate on your application form how you meet the following essential criteria.

	Designation: Office Coordinator
	Grade: SCP 33-36

	ESSENTIAL REQUIREMENTS
	

	EDUCATION and EXPERIENCE
	A/I/T

	E1 
	Experience of managing facilities and/or resources such as a building
	A/I

	E2 
	Experience of providing high standards of customer service
	A/I

	E3 
	Experience of human resources processes, including recruitment
	A/I

	E4 
	Experience of managing arrangements with suppliers/contractors and obtaining excellent value for money
	A/I

	KNOWLEDGE, SKILLS and ABILITY
	

	E5 
	Ability to manage a multi-purpose resource centre and prioritise competing demands from customers
	A/I/T

	E6 
	Excellent written and verbal communication skills
	A/I/T

	E7 
	Ability to supervise staff and volunteers
	A/I

	E8 
	A good understanding of customer care
	A/I/T

	E9 
	Ability to take accurate minutes
	A/I/T

	E10 
	Ability to market and promote the services and facilities available through Voluntary Action Islington
	A/I/T

	E11 
	Ability to manage room bookings, desk hire and service charges, and raising invoices
	A/I

	E12 
	A good understanding of health and safety
	A/I

	E13 
	Ability to monitor standards of provision and to propose, schedule and supervise maintenance and improvement work
	A/I/T

	E14 
	Ability to liaise with suppliers and obtain excellent value for money
	A/I/T

	E15 
	An understanding of and commitment to equal opportunities and the implications for this role
	A/I/T

	E16 
	Able to work early every morning, and occasional late afternoons, evenings and weekends by prior arrangement
	A/I

	DESIRABLE
	

	D1
	ICT skills including website content management, Outlook, Excel, Access database, social media, WordPress, Photoshop, InDesign and Illustrator, Adobe suite for Mac
	A/I

	Assessed by:     A= Application        I= Interview      T= Test
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