

Job Title: Office Assistant 
Hours: 14 hours (one year post)
Salary: £8 115.12 (£20 287.80 pro rata, BHCM Band A)
Annual Leave: 12 days (28 days pro rata)

JOB DESCRIPTION
Summary of Main Responsibilities: 
1.) Assist in the day to day smooth running of Head Office.
2.) Assist with Human Resources (HR).
3.) Assist with the database and individual supporters.
4.) Assist with social media and publicity.
5.) Assist with events.
6.) Represent the City Mission at events and in churches.

Main responsibilities: 
1.) Assist in the day to day smooth running of Head Office.
1.1. Assist in answering the phone, dealing with enquiries, and passing on messages.
1.2. Assist in maintaining the office environment, keeping it accessible, organised, and clean. 
1.3. Assist in maintaining the office stock levels.
1.4. Assist in maintaining the office filing system.
1.5. Maintain an organised office environment when the Office Manager is on holiday.

2.) Assist with Human Resources (HR).
2.1. Assist in completing DBS checks with new staff and volunteers and maintain records of these and update as necessary.
2.2. Adhere to Safeguarding Policy.
2.3. Assist in maintaining holiday records of staff.
2.4. Assist in maintaining all staff and volunteer records.

3.) Assist with the database and individual supporters.
3.1. Assist in maintaining Membership Coordinator, keeping all records up to date.
3.2. Adhere to Data Protection Policy.
3.3. Assist in contacting supporters yearly regarding their financial giving.
3.4. Maintain good relationships with supporters.
3.5. Assist with monthly and quarterly mail outs.
3.6. Assist in putting together the quarterly newsletter and oversee the e-mail newsletter.
3.7. Assist in producing the e-mail newsletter and prayer diary. 

4.) Assist with social media and publicity.
4.1. Assist with all Facebook and Twitter posts on behalf of BHCM.
4.2. Ensure there are daily updates on both Facebook and Twitter.
4.3. Assist with the design of posters and leaflets.
4.4. Ensure professional standards are kept on all social media forums and throughout all publicity.
4.5. Ensure all areas of ministry are fairly represented on social media and in publicity.

5.) Assist with events.
5.1. Assist with the following yearly events; Vision Day, Showcase, Retreat, Dreams Day, Christmas Meal.
5.2. Coordinate volunteers at events.
5.3. Assist in booking venues for all events.
5.4. Assist in coordinating the advertising of all events.

6.) Represent the City Mission in churches.
6.1. All our staff must strive towards fulfilling our mission statement of serving the city, with the Church, for Christ.
6.2. All staff members are expected to attend BHCM events, in accordance with the diary.
6.3. All staff members are expected to represent BHCM by making presentations in churches and producing written reports for publicity. 

Based on the above strategies, you will be encouraged to set yourself specific goals for each twelve month period. This will form the basis for discussion at your annual appraisal interview, and be shared with the team, as a whole, at our yearly ‘Dreams Day’.

PERSON SPECIFICATION
People Skills:
Communication skills, verbal and written.
Good at developing and maintaining relationships.

Administrative Skills:
Excellent telephone manner.
Excellent computer skills; ability to use G-Mail, Microsoft Word, Excel, PowerPoint, and Publisher.
Experience of social media accounts.

Strategic Skills: 
Organisational skills. 
Adaptable and flexible approach to work.
Ability to work individually and within a team. 

Personal Skills: 
Active Christian.
Active church member.
Polite and friendly.
Honesty and integrity.
Sense of humour.

Desirable: 
Experience of data protection and safeguarding.
Experience of DBS certificates.
Ability to use Membership Coordinator.
Ability to use Mailchimp.
Ability to use Adobe Photoshop.
Public presence on social media platforms.
Experience in public speaking.

[bookmark: _GoBack]Occupational Requirement: It is an occupational requirement that the Office Assistant demonstrates a clear commitment to the Christian faith.

Informal chat before Wednesday 18th March.
Application closing date Friday 20th March at noon.
Interview date Wednesday 25th March.
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