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Administration & Support Worker - Scotland 

Job Description


Job Title:                   Administration & Support Worker

Hours of work:          21 hours per week

Salary Scale:             NJC Pay Scale 3 – Points 5 - 6: £26,427 – £26,847 (pro rata) 
                                                                                              
[bookmark: _Hlk116649265]Responsible to:        Campaign Manager (Scotland) 


Job Summary

Primarily, the role involves acting as a point of contact for general public enquiries and providing effective administrative support for Show Racism the Red Card Scotland. 

The role involves coordinating the booking and organisation of educational workshops and liaising with the Finance Team to arrange invoicing. 

The post holder will also attending events to support other staff, assist in maintaining the campaign’s social media presence and managing contact with key partners and stakeholders. 



Principle Responsibilities: 

· Effective administrative support for SRtRC Scotland

· Liaising with schools and other organisations to arrange workshops and 
Events

· Managing inbound and outbound communication via email

· Organisation and development of office systems, maintaining records and      
      updating databases

· General organisation of the office/office procedures

· Working with multiple staff and stakeholders and ensuring that all needs are met where possible

· Administration such as capturing data in a GDPR compliant manner, producing reports and collating feedback
· Supporting and dispatching information to staff, schools and other partners

· Liaising with SRtRC staff to ensure that all requirements are met for   
bookings and events

· Attending events to support other staff

· Creating, editing and uploading engaging content for the organisation’s website and social media channels, ensuring it is accurate, timely and consistent with brand guidelines

· Representing and supporting SRtRC at meetings where required

· Assisting in the creation of weekly and monthly activity reports and dashboard for SRtRC management

· Act as a point of contact to progress and resolve SRtRC IT issues

· To undertake any other duties appropriate to the post as decided by the           
Chief Executive 


Person Specification
Skills, Knowledge & Abilities:

Essential


· Clear commitment to anti-racism 

· Administrative experience, preferably in a similar role

· Excellent communication skills, written, telephone and interpersonal

· A high level of motivation, ability to work with minimum supervision but still capable of working as an effective team member

· Excellent organisational and planning skills and ability to prioritise workload

· Experience of spreadsheets and database management

· Willingness and ability to learn new systems and processes

· Experience of using mainstream social media channels and managing content dissemination to the general public

· Ability to meet specific deadlines under pressure

· Ability to arrange management meetings and take meeting minutes

· Ability to use contemporary IT, including Microsoft Office, social media platforms, Zoom and Microsoft Teams
Desirable

· Understanding of event management

· Experience of managing social media content dissemination to the general public

· Experience of data capture, report generation and data analysis 
· Knowledge of racism and anti-racism

· Knowledge or experience of the Education system

· Knowledge or experience of the community and voluntary sector

· Knowledge of the contemporary Scottish football and Scottish equalities landscape. 


Qualifications & Training

· A good standard of education (or able to demonstrate equivalent life experience skills). 

Disposition

· Enthusiastic, highly motivated and confident

· Committed to equality, diversity and inclusion

· Flexible and creative

· Able to maintain confidentiality

· Willing to undertake training and development relevant to the post
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