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BETHANY CHRISTIAN TRUST

ADMINISTRATOR, Bethany Christian Centre 
1
JOB DETAILS
	Job Title
	Administrator
	Line Manager
	Deputy Manager

	Grade Level
	2
	Spine Pt Range
	11-13

	Section/Unit
	Bethany Christian Centre
	Directorate
	Crisis Intervention

	Location
	6 Casselbank Street, EH6 5HA

	Hours
	37.5
	FTE
	1.0
	Projected Starting Salary


	£24,808


	  Occupational Requirement
	To have an active Christian faith and live church connection.


2
JOB PURPOSE
To be responsible for undertaking the administrative processes (including financial data and processes), that support the management team in delivering an effective and efficient service in Bethany Christian Centre.
3
MAIN RESPONSIBILITIES                                                             Approx. of time
	1
	To maintain appropriate records about residents in various systems in order to meet funding providers’ reporting requirements, to provide unit management with timely and accurate information about the service provision and individual residents, and in particular the CEC Apricot system.
	20%

	2
	To process financial transactions (including receiving income and issuing invoices), maintain accounting records, and provide reports on them, in order to ensure all income and expenditure is correctly accounted for. 
	15%

	3
	To monitor, analyse and report on financial data, to ensure the sound financial and budgetary performance of the service and early identification of arrears/non-payment by residents.
	5%

	4
	To order and maintain stocks of consumables (mainly stationery, first aid, food and cleaning materials), in order that there is efficient procurement and the Centre can run smoothly.  
	10%

	5
	To provide support and training to staff in Bethany Christian Centre administrative process so that they can complete their own administrative tasks effectively.
	5%

	6
	To provide administrative and secretarial support to the management team, in order to ensure the effective and efficient running of the Centre. 
	10%

	7
	To support residents in completing forms required at admission and during their residence in order to capture all appropriate information required to manage their stay; to enable residents to obtain statutory benefits; and to enable Bethany Christian Centre to receive the necessary income from the appropriate funding sources.  Be willing to support residents to access the internet and assist with basic computer skills if required. 

	5%

	8
	To be present in the administrators office to handle residents enquiries, telephone calls, deal with day to day queries of residents. 
Ensure all day to day staff administration forms are up to date and well stocked.
	10%

	9
	Monitor, analyse and report on financial data. Ensure sound financial and budgetary performance of the service and early identification of arrears/non payment by residents. Know when resident paydays are and notify duty worker.


	5%

	10
	Be present in the front office to deal with resident enquiries, give support, handle telephone calls and control access to the building in order to maintain a safe and secure environment for staff and residents. To be able to be present in the front of house office as and when required to cover for staff breaks.
	15%


4
PLANNING AND ORGANISING
· Produce 4 weekly reports from the Apricot database. 

· Provide monthly and weekly returns for other sections of the Trust.
· Manage all necessary paperwork for residents entering and leaving the service.

· Respond to requests for assistance from staff and management.
· Prepare monthly statistics. 

· Assist management in accessing suitable training for staff when required. 

· Keep the front of house forms well stocked. 
5
PROBLEM SOLVING
· Investigate and resolve anomalies in written records and financial transactions.
· Assist staff and management in drawing up new procedures that clarify best practice.
· Responding with care, sensitivity and understanding to the issues, concerns and complex situations that residents experience and share.

6
DECISION MAKING
· Constant prioritisation of varied workload.
· Consistently assess and update administrative systems to improve efficiency.
· Filter information from other sections of the Trust and external agencies before passing on to colleagues.
7
KEY CONTACTS AND RELATIONSHIPS
· Constant liaison with the Bethany Christian Centre management team and the shift leader to ensure that all administrative aspects of the service are functioning well. 
· Work alongside the Bethany Christian Centre staff team so that information and support can be quickly and efficiently supplied.  
· Maintain contact with other sections of Bethany Christian Trust in order to report status of service and request support as necessary. 
· Provide information that The City of Edinburgh Council and other external agencies require so that funding and essential supplies continue uninterrupted.
· Day to day contact with residents to provide information and collect information from them.
· Colleagues – Develop strong, healthy and appropriate relationships with colleagues contributing to a high level of team work.
· Residents – The post holder will cultivate a caring supportive environment, delivering a quality service.
· External Agencies – The post holder will develop relationships with referring agencies, City of Edinburgh Council Housing, Department of Work and Pensions, training providers, suppliers, amongst others, for the benefit of service users.
8
KNOWLEDGE, SKILLS AND EXPERIENCE NEEDED FOR THE JOB
The essential qualifications and characteristics that will be required of the person undertaking the role are:
· Good written skills.
· Excellent interpersonal skills.

· Ability to deal appropriately with challenging behavior. 

· Able to build confident relationships with residents and communication effectively with them, utilising good interpersonal skills.
· Administrative skills and experience in the use of Microsoft Office; Word, Outlook and Excel, to process emails, forms and letters.

· Able to enter and maintain financial information into spreadsheets and specific accounting packages.

· Ability to respond flexibly to a changing environment.
· Experience of working within a team.
· Skilled at maintaining clear and accurate records.
· Ability to organise own workload and prioritise effectively.
· Ability to work well under pressure.

· Capacity to maintain professional boundaries and confidentiality.
· To be able to show God’s love in action as an outworking of personal Christian faith to all stakeholders. 

· Be sympathetic with and supportive of the aims of the Company as expressed in its mission and values statements.
9 DIMENSIONS 

· The post holder has no direct reports.
· There are circa 40 residents per annum, and up to 16 in residence at any one point in time.

· There are currently 13 staff in Bethany Christian Centre.

· The post holder will have considerable dealings and communication with project workers, managers, external agencies and local authority partners. 

· The post holder will work closely with and report to their supervising deputy manager.
· The post holder must be willing to do any other reasonable work-related tasks as requested by the management team.
· When required, to be present in the front office to deal with resident enquiries, handle telephone calls and control access to the building in order to maintain a safe and secure environment for staff and residents. To be able to be present in the front of house office as and when required to cover for staff breaks. 

10 JOB CONTEXT AND ANY OTHER RELEVANT INFORMATION 

The post holder is required to have an active Christian faith on the basis of the following: 
· The face to face contact the post holder will have with service users in facilitating their increasing independence through physical, emotional and spiritual support; 
The post-holder is required to participate in Christian team meetings in a work setting and respond to questions from residents about the Christian faith from personal experience, in order to contextualise Bethany’s Vision of working with vulnerable people as an expression of Christian love in action.
This post, under the Protection of Vulnerable Groups (PVG) Scheme undertakes regulated work as part of the normal duties and therefore requires membership of the PVG scheme by the post-holder. 

· Registered care services – staff of Bethany Christian Centre carry on a support service – supporting men come out of addiction. 
11 CREATION AND REVISION
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