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	Job Title
Job Description and Personal Specification

	
	

	Job title:
	Administrator

	Place of work:
	Liverpool/ Manchester

	Hours of work:
	25

	Salary/Grade:
	25,000 FT (Pro Rata – 25 hours)

	Reports to:
	Operations Manager

	Level of screening:
	Interview

	

	Who we are


Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.
We achieve this in two ways. First we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.

	Where you fit in

	Working within the Employability division, supporting the management team and frontline staff      across multiple contracts, to ensure the admin function and Liverpool/ Manchester office’s run smoothly. 



	Main Duties & Accountabilities


· Maintain a filing and archiving system to ensure that documents are correctly filed and archived in the correct manner, with due regard for security and confidentiality

· Responsible for processing invoices across Employability, raising appropriate PO’s, receiving, tracking. 

· Responsible for funding invoices, tracking and raising PO’s & communicating with advisors, ensuring full approval is in place.
· Handling invoices across relevant teams. 
· Communicating and liaising with the finance department within Catch22. 

· Tracking and saving relevant invoices correctly and raising new suppliers appropriately.
· Supporting the Operation Manager/ Senior Operations manager to track credit card spend and allocated to the correct budget/programme costs

· Reconciling of the Ops Managers/ Senior Operations manager credit cards as and when needed

· Keeping track of all credit cards and ensuring all Employability credit cards are reconciled on a regular basis and before financial deadlines

· Responsible for petty cash payments, ensuring that the relevant authorisation is received, that relevant spreadsheets are completed and that reconciliations are undertaken in a timely manner, and all anomalies are accounted for 

· Responsible for requesting and tracking bac’s payments where appropriate and approved

· Tracking and assurance activities - checking of bacs, vouchers and petty cash payments relating to the programmes allocated to you. 
· Ensuring advisors have (petty cash) confirmed reasonability for handling cash/floats when on outreach work

· Ensuring cash safe is secure at all times

· Arranging travel/hotel bookings/car hire for staff and clients, using relevant systems and maintain relevant records

· Attend Service, Team and Admin meetings and prepare minutes as requested

· Organise meeting venues/equipment/refreshments for events. Support with virtual events on Teams and Zoom as required

· Act as a point of contact for the team on all matters pertaining to administration, assisting them as and when required

· Correctly manage the incoming calls and monitors the inbox’s 

· Complete all daily/weekly tasks including Adobe sign requests, pre & post programme surveys, customer surveys, volunteering support and case study tracking

· Keep on top of office supplies as needed

· Supporting all new starters with setting up their IT equipment

· Ensuring all advisor equipment is disposed of correctly and sent back accurately 

· Overseeing equipment supplies for client loans 

· Ensuring all cabinets and cupboards are locked securely

· Health & safety rep for local office 
· Undertake any other duties as requested

· Ability to respond well to a fast-paced environment 

Other

· Seek to improve his/her own performance, contribution, knowledge and skills. 

· Participate in training and developmental activities as required.

· Ensure the implementation of Catch22’s Diversity & Equality policy statement.

· Comply with Health and Safety policies and procedures.

· Ensure the implementation of Catch22’s policies and procedures.

· Carry out other such other relevant duties, as required.

	What does good look like for this role?


· To ensure contractual and Catch22 compliance is maintained to the highest standard at all times

· All deadlines contractually or otherwise are met
· Service is delivered in budget and margin is met.

· Hub outcomes are achieved.

· Service users have a positive experience and achieve their goals.

	Organisational Relationships


Reports to the Operation/Service Manager (Employability).

	Job Title: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
& EXPERIENCE
	· Experience of working in a team.
· Experience of petty cash reconciliation and processing of invoices and credit card processes 

· Relevant Admin experience and/or qualification
	· Experience of working in the employability/welfare to work sector 


	Application Interview


	KNOWLEDGE
	· A sound knowledge of using Microsoft software, particularly Word, Excel at an intermediate level.

· Knowledge of financial systems and procedures


	· Experience of using a CRM system (APTEM / Salesforce etc)
	Application Interview

	SKILLS & ABILITIES
	· Ability to set and work to agreed targets and work schedules. 

· Good verbal and written communication skills. 

· Cash handling and basic arithmetic skills.

· Ability to organise one’s own tasks with minimum supervision.

· Ability to type quickly and accurately

· Ability to input information quickly and accurately

· Good attention to detail

	
	Interview

	OTHER
	Share Catch22 values
Positive and supportive nature
Awareness of and commitment to Equality & Diversity
Willing to travel and work flexibly

Desire to develop and undertake training as required

	
	Interview


