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	Grants

Administrator

	Job Description



	Grade: NJC scale 7-11 
£19,554-£21,166 (pro rata)
	Line Manager: Community Development and Investments Manager

	Hours: 14.5 hours per week


	Period of contract: 12 months

	Responsible for: No staff.

	Main contacts:

Action Together staff, groups from VCFSE sector, volunteers, members of the public


	BACKGROUND:



	Action Together was formed in April 2016 and brings together two charities; Voluntary Action Oldham (VAO) and Community and Voluntary Action Tameside (CVAT).  Action Together is a charitable incorporated organisation (CIO) registered charity number 1165512 formed under the Charities Act 2011.

Our work is based across three sites; Oldham, Tameside and Rochdale. Where we provide practical support to develop social action in our communities and neighbourhoods and specialist resources to strengthen the voluntary and community sector.
We believe that by taking action together and by providing practical help to local people and voluntary, community, faith and social enterprise (VCFSE) organisations we can strengthen communities and enhance the quality of life of local people.


	PURPOSE OF POST:

	· To support the awarding of grants process in the locality and across the organisation
· To support the members of the Action Together team in the locality   
· To assist in providing a welcoming and professional first point of contact for Action Together’s Tameside office



	SPECIFIC REQUIREMENTS OF THIS ROLE:


	· To ensure that all grant applications received are processed in a timely fashion and that all protocols are followed.

· To assist where required by other team members in an administrative capacity.

· To coordinate the booking of appointments and room reservations as necessary for the Strategic Locality Lead.

· To ensure that the locality office is well run and presentable at all times 

· To answer the telephones as a first point of contact and to welcome visitors to the locality office.



	OTHER DUTIES AND REQUIREMENTS:


	· To work to Action Together’s values and contribute to the charitable objects of Action Together.

· To work as a member of the Action Together team, and to contribute to the development of policy and good practice within Action Together.
· To increase the membership of Action Together and promote our charitable objects.

· To direct our beneficiaries and partners to additional areas of support from within Action Together.
· Where necessary, to undertake standalone projects that further the aims of Action Together and its membership.

· To keep abreast of relevant developments and best practice in relation to Action Together’s work and the local operating environment.  
· To work to combat all forms of discrimination, and to ensure that the principles of equal opportunities and social justice are implemented in all work undertaken on behalf of Action Together. 
· To promote this to other organisations we work with and to help combat discrimination, disadvantage and poverty in Oldham, Rochdale and Tameside.
· To carry out the above duties, and any other duties commensurate with the responsibilities of the post which may reasonably be required, in a manner which actively supports and promotes Action Together’s aims, policies and values.

· To be responsible for own health and safety and that of colleagues, in accordance with the Health & Safety at Work Act and relevant EC Directives, including reporting any health and safety hazard immediately it becomes apparent.

· To work in accordance with the General Data Protection Regulations and to ensure all Data Protection issues are reported to the Director of Finance and Operations.
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