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Sheffield Flourish Team Administrator p/t 30 hours

Background to Sheffield Flourish

Sheffield Flourish is an award winning innovative charity which aims to support people living with mental health conditions to use their skills, ideas and talent to build the lives they wish to lead. 

Our Mission is to support people living with mental health conditions to build new connections and relationships defined by solidarity, friendship, and hope; to realise their ideas, skills, and talents; and to have their knowledge, critiques, and voices heard, respected, and acted upon. We challenge stigma and discrimination, and engage with the social contexts which underpin, cause, or exacerbate distress or illness. 
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Our values are very important to us and run through all of our activities: 
· We stand for hope and positive change
· We engage critically and constructively with key issues in mental health 
· We are realistic about the barriers and exclusions which people living with mental health conditions have to face
· We strive to be inclusive and respectful
· We value the knowledge, ideas, and skills of people living with mental health conditions
· We are innovative and creative 

By delivering our aims and objectives we will build confidence, improve well-being, promote understanding of mental health issues, challenge stigma, and reduce social exclusion and isolation.

We use a blended real life and digital approach. Within the Sheffield Flourish network of activities we have grassroots community enterprises like CAST creative arts group and Oasis gardening and we also co-produce two digital resources, a community well-being platform and an information guide for Sheffield. 

We are a small hard working team, ambitious for change and keen to make a significant positive impact on mental health in Sheffield and beyond. 

 


The Role

The Administrator will provide administration support for the Sheffield Flourish team. They will be responsible for a range of administration tasks including providing finance and governance administration support, providing administration support for events and other general administration tasks as needed. The role will require an understanding and commitment to our values and wider organisational aims and objectives. In addition, it will require excellent administration, organisational and communication skills, a creative flexible approach and practical experience in using digital technology.

Responsible to: Finance and Governance Manager

Key responsibilities:

1. General Administration Support
· Collecting post and managing and administering correspondence
· Providing a welcoming key point of contact for Sheffield Flourish and managing general telephone and email enquiries
· General office management including keeping the office tidy, photocopying, filing, post, and stationary.
· Administration support with fundraising, research and production of applications for grants and other investment opportunities
· Provide finance and governance administration support including the maintenance of paper records and the updating of computer-based records.   This will include payments and receipts, policy documents, timesheets and petty cash.
· Supporting the whole organisation in the administration of the monitoring and evaluation framework, e.g. inputting monitoring forms
· Occasional representation of Sheffield Flourish at events/meetings 
· Uploading team/network related information onto Sheffield Flourish website and social media accounts 
·  Implement the policies and procedures of Sheffield Flourish including health and safety legislation and support and development of staff and volunteers 
· Work with volunteers in accordance with the culture, values and policies of Sheffield Flourish  

2. Organising Workshops, Events and Meetings
· Provide a responsive, confidential and professional secretarial service for the team
· Organisation of Board, Team and Supervision Meetings including booking rooms and refreshments and working with leads to produce the agenda, ensure papers are sent out on time and recording meetings.  
· Administration support for a range of events and meetings including being the key contact for queries, administering invitations and registrations and organising venues, refreshments, equipment and materials. This may include the occasional early evening meeting.   


7. Personal Development 
· Keep up to date with current developments communications and office administration 
· Commitment to engaging in support and supervision with the Managing Director 


Person Specification

You will need to demonstrate evidence of the following attributes, skills, knowledge and experience:
1. Excellent general office and finance administration skills
2. Experience in using digital technology including Microsoft office.
3. Ability to learn other digital technologies including computerised accounts and cloud based applications. 
4. Strong track record in providing secretarial services for senior staff and in organising meetings 
5. Strong interpersonal skills including the ability to communicate with a wide range of people
6. Creative, flexible and innovative in approach whilst also being good at detail
7. An understanding and commitment to our culture, values and purpose 
8. An understanding of mental health and/or personal experience would be seen as an advantage.
9. Commitment to act with resilience and positive self-care
10. Willingness and ability to travel within Sheffield and occasionally regionally and to work occasional weekends and evenings as required.

Terms of employment
You will be employed by Sheffield Flourish on a part time basis, 30 hours a week.    (We will consider shorter hours if appropriate)
[bookmark: _gjdgxs]Sheffield Flourish will contribute 3% of your salary into your personal pension plan.
An enhanced DBS check will be required.

[bookmark: _GoBack]Starting Salary will be between  £15,041- 16,491 pro rata
 
For further information and the application form please visit the website www.sheffieldflourish.co.uk or email admin@sheffieldflourish.co.uk

For a discussion candidates may also contact Terry Scully via email Terry.Scully@sheffieldflourish.co.uk

Selection Process
Electronic or postal application using our application form (CVs will not be considered) to include names of 2 employment referees.
Deadline for applications 9 am on 12 June 2017.
Interviews, together with a short test, will be held on 26th June 2017.
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