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ISAS – Incest and Sexual Abuse Survivors

67 North Gate, Newark, Notts.  NG24 1HD
Telephone 01636 610314

Dear Prospective Applicant

Administration Assistant Application Pack

Please find the enclosed information you need to apply for the post of Administration Assistant with ISAS. 
Please read the pack carefully before completing your application. If you need any further information telephone 01636 610314 during office hours.
The closing date for applications is Monday 19 March 2012
Interviews will be held on Wednesday 28 March 2012  

Return your completed application and any supporting documents by email to:



lynn.brooks@isas-notts.org.uk




or 

 
by post to:
Private and Confidential

ISAS Volunteer Recruitment

67 North Gate
Newark 

Notts 
NG24 1HD
Yours sincerely

Lynn Brooks
Operations Manager

ISAS – Incest and Sexual Abuse Survivors

An Equal Opportunities Employer

Job Description

Post


Administration Assistant

Base


Nottingham City


Hours


18 hours per week 

Report to

Project Manager
Responsible to
The ISAS Board of Trustees

Purpose
· To provide administration assistance and support.

· To assist in administrative duties that ensures the smooth running of all ISAS services and projects.

· To work effectively with all other team members. 

· To help ensure that the aims and objectives of the organisation are achieved.

· To assist in any administrative developmental changes that help move ISAS forward. 

· To offer a professional and caring service to clients during their journey with ISAS

Principal Duties and Responsibilities
· Provide administrative assistance and support for ISAS, including both its paid and unpaid workers.  This includes providing assistance with the input of data, letter writing, maintaining filing systems, assist in the production of statistical information for quarterly reports, photocopying and assistance in producing documents.

· Assist in the management of information systems.

· Maintain and update the office filing system.

· Assist in the production of documentation such as handbooks, office forms, policies, posters, newsletters, leaflets and other promotional literature.  

· Assist in the production of ISAS Annual Report.

· Assist in the maintenance of an inventory of ISAS’s equipment, fixtures and fittings.
· Assist in some reception duties as needed, including answering the telephone and email enquiries.

· Assist in the maintenance of supplies of office equipment, catering provisions etc.

· Assist in the preparation and issue of funding invoices, investigate late payments.

· Adhere to Health and Safety processes and policies.

· Attend regular team meetings; undertake supervision and training to ensure professional development.

· To participate in appropriate training by agreement with the Board of Trustees.
· Help maintain the confidentiality, using the Data Protection Act in all aspects of work. Any other duties which may reasonably be regarded as within the nature of the responsibilities or the grade of the post as defined, and subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms.
	ISAS - Incest and Sexual Abuse Survivors
 Person Specification for  Administrative Assistant 

	Attributes
	Essential
	Desirable
	How Assessed

	Qualifications
	A good standard of education including English and Maths to GCSE Grade C

	Administrative qualifications or similar

A qualification in IT, Administration and/or customer services
	Application Form

Certificates, etc.

	Experience
	Working in an office environment

General office duties

Working as part of a team

Working with IT and database systems
	Creating documents such as posters, forms and promotional literature.

Reception duties 

Money handling 
	Application Form

Interview

	Knowledge
	Health and Safety 

Importance of confidentiality and using the Data Protection Act
Microsoft Office especially Word, Excel and Access
	Working in the Voluntary sector  

Equality and Diversity 

Understanding of the Safeguarding Agenda

Issues for Survivors of Childhood Sexual Abuse, rape and sexual assault
	Application Form

Interview

	Skills/Abilities
	Good oral, written and telephone communication skills

Ability to work without direct supervision and use own initiative

To deal tactfully with enquiries from both professionals and vulnerable callers

Flexible, pleasant and helpful disposition

To support aims and objectives of ISAS

Good time management and organisational skills
	Ability to represent ISAS in a professional manner at meetings if required
	Application Form

Interview including test
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	(ISAS) INCEST AND SEXUAL ABUSE SURVIVORS 

Application For Administration Assistant


	
	

	Personal details

Title:  Dr/Mr/Mrs/Miss/Ms/Other      ______

Last name:
                            First name(s)                                    Date of Birth:

Address:



                                                     Tel No:

                                                                                                           Mobile No:

Postcode:                                    Email address:



	Please tell us what administrative skills you have and what experience you have of working in an office environment.



	Please tell us your understanding of confidentiality and any experience you have of dealing with enquiries sensitively.



	What is your understanding of the Voluntary Sector?



	What is your experience and understanding of IT and what software are you familiar/experienced in using?



	Please tell us of any administrative projects you have been involved with or if you have helped to produce any posters, forms or promotional literature? 


	Health and medical details.  Please comment on any health issues that may be relevant to your performance as an Administration Assistant.




	References.  Please give the names and addresses of two referees; one being your current or previous employer. The other you must have known for at least two years. Please do not use members of your family.

Reference one




Reference two

Name






Name

Address:





Address:

Postcode:





Postcode:

Occupation:





Occupation:

Telephone Number:



Telephone Number:



	I confirm that the information I have given in this application is true and accurate to the best of my knowledge.

Signature:







Date:

Please include a copy of your CV with your application and return them together with the completed Equal Opportunities Monitoring and Rehabilitation of Offenders Act forms to: enquiries@isas-notts.org.uk or Private and Confidential, Operations Manager, ISAS, 67 North Gate, Newark, Notts.  NG24 1HD


ISAS – Incest and Sexual Abuse Survivors

Equal Opportunities Monitoring

ISAS recognises that everyone has a right to equality and endeavours to ensure that in all aspects of ISAS work no one is discriminated against on the grounds of age, sex, class, health, status, social standing, political belief, religion, race, colour, nationality or sexuality.

To help us in monitoring the role of ISAS as an organisation who endeavours to adhere to the Equality and Diversity Act 2010 we would be grateful if you would fill in this form and add any comments you may have.  If you prefer not to divulge personal information of this nature, your wishes will be respected.

	How did you hear about this vacancy?




ETHNIC ORIGIN: I consider my cultural or ethnic origin to be: (please tick)

	Black
	Black/Asian
	White

	Afro-Caribbean
	Indian
	UK

	African
	Pakistani
	Other European (inc. Irish)

	Other*
	Bangladeshi
	Other*

	
	Chinese
	

	
	Other*
	


* Please specify

Disability: Do you have a disability?  YES/NO

If yes, are you registered?  YES/NO

If you wish to disclose your sexuality please do so here: 

Gay      (    
           Lesbian (    

   Bi-sexual      (
         Heterosexual        (
Transgender      ( 

This form will be detached from your application upon receipt and will be used for monitoring purposes only

Thank you for completing this form
Rehabilitation of Offenders Act 1974

Declaration

I confirm that the information I have given on my application form is correct and complete, and that misleading statements may be sufficient for cancelling any agreements made.  I understand that, in the event of being short listed for interview, I may be required to complete a confidential declaration in respect of my state of health.  Because of the sensitive nature of the duties the post-holder will be expected to undertake, I also understand that the declaration will include details of any criminal convictions, cautions, reprimands, and final warnings and any other information that may have a bearing on my suitability for the post.

I understand too that an Enhanced Disclosure will be sought from the Criminal Records Bureau in the event of a successful application.

Signed:

Dated:

Declaration of Criminal Record

Because of the sensitive nature of the duties the post-holder will be expected to undertake, you are required to disclose details of any criminal record.  Only relevant convictions and other information will be taken into account so disclosure need not necessarily be a bar to obtaining this position.

Have you ever been convicted by the courts or cautioned, reprimanded or given a final warning by the police?  

(Note that the post you have applied for is excepted from the Rehabilitation of Offenders Act 1974, which means that all convictions, cautions, reprimands and final warnings on your criminal record need to be disclosed.)

YES/NO?

If yes please give details of offences, penalties and dates:
Are you aware of any police enquires undertaken following allegations made against you, which may have a bearing on your suitability for this post?

YES/NO?

If yes please give details:

Signed:

Date:

Any information you give will be kept confidential.  The Data Protection Act requires that personal information is obtained and processed fairly and lawfully; is only disclosed in appropriate circumstances; is accurate, relevant and not held longer than necessary and is kept securely
Please use this space to provide further information that will support your application.
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