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Job and Person Profile for:

INSPIRE SUFFOLK CENTRE - APPRENTICE ADMINISTRATOR (2 vacancies)
 

	Job Family:
	Inspire Suffolk Centre

	Salary:
	£8,482.50 per annum

	Location:
	Lindbergh Road, Ipswich, Suffolk, IP3 9QX

	Hours per Week:
	37.5 hours  

	Length of Contract:
	Full-time (fixed-term for duration of apprenticeship)

	Line Manager:
	Centre Operational Manager


 Background to Inspire Suffolk:

Mission statement: ‘A charity recognised and valued for the work undertaken with young people experiencing severe disadvantage and social instability, who have lost their way and need opportunities for purposeful reintegration into society.’
Inspire Suffolk is a charity dedicated to supporting young people onto a positive future. Each day, we work at the forefront of helping young people to overcome challenges onto positive next steps in their lives back into employment and further training. We offer life changing personal development programmes, motivational education courses and engaging sport activities that local young people need and may not have access to.

Inspire Suffolk is at an exciting point in its journey, having recently opened a second base in Lowestoft with ambitious plans for development. 

Main Purpose of the Job:

General administrative tasks for the Charity which includes supporting the administration for the Inspire Suffolk Centre.  The role will also include customer service/facing enquires, overseeing the online booking processes of the website and co-ordinating the venue hire bookings.  There will also be additional duties reasonably requested by the management team from time to time. It will also be necessary to gain an understanding of other projects within the Charity in order to provide assistance/cover as and when required.
The postholder will also work towards a Level 3 Advanced Business Administration Apprenticeship qualification.
Key Relationships: 

Internal: 
· Reporting to the Centre Operational Manager.
· Working with the Facilities Team who support the Inspire Suffolk Centre.

· Working with all staff across the organisation.

External: 
· Maintain effective and positive relationships with all customers and suppliers.

Main Activities and Responsibilities: 
To provide a high-quality customer service and administrative service and supporting a wide range of projects.  This includes:

· Uploading holiday club courses onto the website.
· Taking enquiries and overseeing the venue hire process.
· Booking external venues for sports provision.
· Maintaining the rota for Facilities staff.
· Liaising with Finance over invoices for hire bookings.
· Supporting the embedding of hire venue policies and processes at the Inspire Suffolk Centre and satellite sites.
· Collating feedback from all venue hire bookings and feeding through relevant issues. 

· Meeting and greeting visitors to the charity and dealing with customers both face to face and on the telephone.
· Assisting with setting up of rooms for external hire bookings and ensuring access is available at the required times.
· Dealing with compliments/complaints via email or telephone.
· Assisting customers with bookings over the telephone for holiday courses. 
· Answering the telephone during office hours.
· Work with Programme Administrator to ensure office cover at all times.

Co-ordination of administration for key projects, including administrative tasks such as the creation of registers, database updating and bookings.   This includes:

· Compiling the registers for weekly courses and holiday courses/specialist courses.
· Ensure venue calendars are updated to reflect cancellations and recurrences.
· Scan and file electronic documents.
· Reporting/updating on progress of active projects for weekly reports.
· Manage effective use of the charity’s resources.
· Any other business reasonably associated with the role.  To include:

· Facilities checks to include:  checking emergency lighting weekly, monitoring the door access times and codes, fire alarm testing and reporting of any issues and general reporting of any facilities issues to the Centre Operational Manager.
Key Skills, Level of Autonomy and Decision Making: 

Essential/Experience:
· Effective communication skills, oral, written and listening, in order to deal tactfully and sensitively with people at all levels.

· Enthusiasm, stamina and willingness to work unsociable hours when necessary. 

· The ability to work on own initiative, with the minimum of supervision, within a busy environment. 

· Effective time management skills, including the ability to prioritise and manage a varied workload.

· Experience of planning, organising and completing practical projects. 

· An understanding of and respect for the confidentiality required within the post. 

· The ability to be flexible and attend events which may often fall outside normal working hours.

· Willingness to undertake on–going training. 

· Ability to build and maintain relationships with colleagues, business contacts and customers.

· Excellent ICT skills including word processing (including mail-outs), excel, database management.

· Self-motivated and resourceful, with the proven ability to multi-task and operate successfully under tight deadlines and time pressures.

· Enjoys a fast pace, dynamic, challenging and team-oriented work environment
Education:
· Good standard of education including Literacy and Numeracy to Level 2 or a commitment to work towards attaining them. 

Other Requirements:

The successful candidate must be able to gain an enhanced DBS certificate.
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