Winter Shelter Administrator Job Description and Person Specification

Contract:	The post is available to start as soon as possible after interview on Wednesday 15th January until 30th April 2020 (15 weeks)

Employer: 	The Parochial Church Council of St Peter’s and St James with St Owen

Hours of Work:	16 hours per week

Two half days (4 hours) will be spent in the parish office, and a further 8 hours worked flexibly, some of which will be outside usual office hours.

Pay:		£12 per hour

Pension:	The post does not qualify for automatic enrollment in a work-place pension

Holidays:	The postholder will be eligible for 5 days paid leave. 

Duties of the post

This is a temporary part time post to support the organisation and running of the winter shelter (for details of the winter shelter see accompanying information). Time not spent on winter shelter work will be used in general church office activities.

Principal Tasks

· Organise shelter warden duty rota

· Remind treasurer of payment date and provide a list of payments due to wardens

· [bookmark: _GoBack]Organise wardens’ and volunteers’ meetings, liaising with steering committee to draw up agenda.

· Send out details of meetings

· Take minutes of fortnightly shelter committee meetings and distribute to 	committee members

· Enter details onto computer:
· Names of people attending
· Assessment details of new clients

· Check supplies of food etc and buy/order as required

· Respond to offers of clothes etc, and arrange for these to be received

· Receive and record donations of money and send letters of acknowledgements and thanks

· Investigate suppliers, order and arrange delivery of supplies (gloves, thermal underwear, sleeping bags etc) requested by shelter co-ordinator

· Book rooms for meetings with parish office

· Check on Church House cleaning supplies and order as required

Line Manager

Winter shelter co-ordinator

An Enhanced Disclosure from the Criminal Records Bureau will be required for the post-holder.

Timetable

	Closing date for applications:	Thursday 9th January 2020 mid-day

	Interview: 	Date	Wednesday 15th January 2020 
			Time	10.00am
			Place	Parish Office, St Peter’s Church, HR1 2PG


Person Specification

· Confident in use of e-mail, word processing and excel spreadsheets

· Prepared to work flexible hours

· Demonstrated ability to organise and manage irregular and novel work commitments

· Ability to take meeting minutes

· Ability to communicate

· Understanding of the need for confidentiality
