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Voluntary Action Fund

Job Description: Office and Systems Manager
Post title: 
Temporary Office and Systems Manager 

(To end June 2012, with the possibility of extension)
Responsible to: 
Chief Executive
Responsible for:
Programme Administrators
Location: 

Dunfermline

Salary Scale: 
SJC Scale AP3 pt 23 t. (£20,388 with cost of living increase) 
Hours: 

35 per week (Negotiable)
Introduction to VAF 
The Voluntary Action Fund (VAF) is a long-established, independent grant making charity.  Through our grant programmes we provide resources to the voluntary sector in Scotland that equips local and national organisations to tackle disadvantage, inequality and to build strong communities.

Our grant making currently falls into two main streams: grants that support volunteering as a route to community cohesion and resilience; and grants that promote equality and tackle discrimination.

An essential part of our work is providing dedicated Development Support to the organisations we fund. The purpose of our approach is to strengthen the development and capacity of those organisations, encourage shared learning across the Third Sector in Scotland, and facilitate the dissemination of good practice.  VAF is recognised as a pioneer of this approach to grant making.   

Further information on VAF, how we work and our achievements can be found in our website: www.voluntaryactionfund.org.uk which contains the application material for download and also relevant information on our grant making.
Context of Role

The Voluntary Action Fund (VAF) is seeking to appoint an Office and Systems Manager to support the Chief Executive, and manage the development and operation of the administrative functions including office systems, policies, premises and equipment.  The postholder will develop and co-ordinate office and support services across the organisation, line manage and support Programme Administrators and provide PA services to the Chief Executive.
JOB DESCRIPTION

We are looking for an experienced Office and Systems Manager to join our team and take the lead in developing and managing administrative functions, systems and processes.  This is a key role within the Voluntary Action Fund and the successful candidate will have combined experience of working at Office Manager / PA level, developing and managing office administrative functions and working with financial management systems.
1. Support to the Chief Executive
· Manage the Chief Executive’s diary, prepare documentation, deal with incoming mail, draft reports and correspondence, maintain the Chief Executive’s filing system, and organise and service meetings.
· Organise and service meetings of the Board of Trustees, and Sub-committees including circulation of papers, minute taking, arranging meetings, and maintaining files and mailing lists.
· Liaise directly with managers, staff and external agencies and suppliers and handle enquiries.

· Provide general administrative support to the Chief Executive as required.

2. Support Services

· Provide financial administration support to the Chief Executive including the processing of requisitions, invoices and payments, co-ordinating grant payment forecasts, maintenance of Sage accounting system, co-ordination of financial management systems. 

· Develop and manage common office systems / processes and work with administrators and managers to embed best practice and ensure consistency across the organisation.

· Line manage and support Programme Administrators who work across VAF programmes and co-ordinate their work with Managers.

· Provide Human Resources administration support to the Chief Executive including the maintenance of personnel, equal opportunity, performance management, staff development, attendance and sickness records and provide reports as required.

· Support managers to co-ordinate staff cover across the organisation.

· Co-ordinate health and safety systems including carrying out office and fire risk assessments.
3. Office Services

· Provide management of facilities including liaising with the landlord on rental, rates, service charges and accessibility.

· Liaise with suppliers of insurance, legal, accountancy, IT, energy and other services to the organisation.

· Order and maintain office supplies and equipment including IT equipment and software.

· Provide general and grant administrative support and any other duties appropriate to the post as required.

Person Specification
Listed below are the requirements needed to undertake this job. These will form a key part of the selection process. Candidates will be expected to be able to evidence that they have all of the essential skills and at least one of the desirable skills during the application process.  Evidence will be gathered from the application form and the interview as outlined below. 
(E = Essential, D = Desirable)
	Criteria
	Requirement
	E/D
	Measured by

	Education and Training
	· SVQ Level 2 Business Administration (or equivalent)
	D
	Application

	Knowledge / Skills
	· Excellent verbal and written communication skills
· Excellent attention to detail

· Assertiveness and negotiating skills

· Experience of using a wide range of office IT equipment including Office IT network, copier/printers, and MS Office applications

· Excellent organisational skills and the ability to effectively prioritise time and work
· Ability to build and maintain good internal and external working relationships
	E
E

E

E

E

E
	Applic/Interview
Interview

Interview

Applic/Interview

Interview

Interview



	Experience
	· Experience of working at PA and/or Office Manager level
· Experience of managing and supporting staff 
· Experience of working with organisational finance and accounting systems, preferably Sage

· Excellent administrative experience including developing and managing systems
· Experience of managing Health & Safety in an office
	E
E

E

E

D


	Applic/Interview

Applic/Interview

Applic/Interview
Applic/Interview

Applic/Interview



	Personal Qualities
	· A highly motivated self-starter with initiative to make things happen
· Ability to work flexibly and effectively within a team

· Commitment to learning and continuous improvement in practice

· A demonstrable commitment to equalities 

· Ability to cope with a busy and varied workload, meeting tight deadlines

	E
E

E

E

E
	Interview

Interview

Interview

Interview

Applic/Interview



	Other Requirements
	· Experience of the voluntary sector in a paid or voluntary capacity

· Empathy with the Mission and Objectives of the organisation and a commitment to support delivery to meet these.

· Commitment to upholding the values, policies and procedures of the Voluntary Action Fund.
	D
E

E
	Interview
Interview
Interview



Accountability
The Office and Systems Manager will be line managed and supported by the Chief Executive who reports directly to the Board of Directors. The successful applicant will be responsible for the line management of the Programme Administrators and will co-ordinate their work across programmes with Programme Managers.
Conditions of Service
Full information on the policies and practices in place to support staff are contained in our staff handbook which will be made available to successful candidates.  The key benefits aligned to the post are however detailed as follows:
Salary:  

Candidates will be appointed on the basis of SJC Scale AP3 pt 23.  It is the policy of VAF to award staff cost of living increases annually, funding permitting.
Annual:  
A generous entitlement of 25 days per annum plus 12 public holidays (6 of which can be taken flexibly) is attached to the post. 

Pension & Life Assurance: 
VAF has a Group Personal Pension Scheme with employer’s contributions at 6% and employee contributions of 4%.

VAF also provides ‘death in service’ cover for all staff in post. 
Travel allowances: 
A mileage rate of 45 pence per mile is paid to non-essential car users.  Out-of-pocket expenses for subsistence are reimbursed.  

Flexible Working: 
VAF is a family-friendly, forward thinking employer.  The core hours for this post are 35 per week and VAF can support flexibility in how these hours are worked – including access to TOIL. 
The Office and Systems Manager will be based in our Dunfermline Office.
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