SCOTTISH CROFTING FOUNDATION

Post of Office Administrator
Overall Purpose:

To provide support to SCF’s Staff and Volunteers 

Main Duties:

Administration:

· Administer the SCF’s membership system, including membership renewals, new memberships, and maintaining an up to date membership database.

· Maintain and develop filing system, mailing lists (email, fax and postal)  and appointments diary 

· Organise meetings, seminars, and conferences, taking minutes if required, and arrange travel and accommodation for volunteers and staff.

· Arrange & supervise local voluntary assistance with headquarters tasks. 

Communications:

· Act as first point of contact for enquiries and communications to SCF headquarters, taking telephone calls and managing log of communications. Filter and allocate enquiries, dealing with more straightforward ones, and forwarding others to relevant colleagues; 

· Disseminate information, communications and news releases as required to, local area volunteers  and media contacts through fax, email and mail; 

· Liaise with staff and website manager re the up-dating and development of the SCF website and bulletin board.

· Assist with production of the SCF newspaper, The Crofter.

Financial management:

· Maintain record of Gift Aid donors.

· Participate in the development of budgets / forecasts for core and projects.

General:

· Participate in the Investors in People programme including staff meetings and staff training as required.

· Other duties as agreed with the Office Manger, as amended from time to time.

Relationships:

Responsible to:  
The Office Manger, SCF 

Work closely with:  All SCF staff, Board, volunteers and consultants.

Location:

This position will be based in the main office of the Scottish Crofting Foundation at Auchtertyre.

Salary:

This appointment will be salaried at £14,000- £16,000 pa, pro rata. 

Depending on experience.

Working Hours:

This post is 0.6 FTE.  The hours of work are 09.00 to 17.00 Wednesday to Friday, (21 hours per week with lunch breaks).  Some flexibility in working hours may be arranged with the agreement of Office Manager. Reasonable time off in lieu of additional hours worked is permissible 

Holiday Entitlement:

Annual Leave entitlement will be 25 days pro rata plus 10 days Public Holidays, pro rata; the leave year will run from 1 January to 31 December.

Sick Leave:

Sick leave provision is provided for as outlined in the SCF Employee Handbook and will be pro rata.

Pension:

The SCF does not presently offer any pension arrangement.

If you are Interested in applying for this post please e-mail a CV to our Office Manager Carol Anne Stewart   Carolanne@Crofting.org  by the 7th of August. 

