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ROLE PROFILE
	Job title:  ADMINISTRATOR (GRANTS & OFFICE)
Line manager: DIRECTOR, LONDON CATALYST



	The Administrator will ensure the efficient running of the London Catalyst office, systems and communications. You will provide proactive support to the Director, the Board of Trustees, members of the charity and grantees.


	Role specific responsibilities (key result areas):

To effectively manage the charity’s grant-making processes and office systems that include a Salesforce client relationship management (CRM) system.

To produce and maintain accurate correspondence, paper files, digital records, payment records, data collection and reports and keep these up to date. 

To provide an informed and welcoming point of contact by email, phone and face to face. To accurately represent and communicate the activities, objects and priorities of the charity to applicants, the general public and all other stakeholders and to maintain good working relationships.
To take a proactive role in the charity’s ‘Annual Hospital-Sunday Appeal’ and other fundraising activities. To identify and develop new approaches for increasing donations to the charity.
To assist with the organisation of meetings and events, including the Annual General Meeting (AGM).
To monitor the charity's grant-making, scheduling dates to ensure compliance with monitoring requirements, to assist with evaluating the impact of our grant making and to share findings with the trustees and for public information.
To add content to and update the charity’s website and social media.
To follow Health and Safety policies and procedures to ensure, as far as is practicable, your own safety and that of others in the workplace. You may be required to undertake specific Health and Safety roles such as Fire Warden or First Aider as part of your duties.


	Key performance indicators:

· Maintain accurate data, up-to-date record keeping and contact details.
· All key result areas are delivered with accuracy and attention to detail.
· Grant applications are processed and shared with the Director within 3 days of receipt.
· All monitoring reports followed up within 12 months of the date of award and 90% of reports received within 15 months.

	Skills/experience required:
Essential:

· Experience of office administration including the ability to accurately manage a Salesforce CRM system/database and the ability to record, research and verify information such as financial records.
· Excellent written communication skills and the ability to adapt writing style for different audiences. Ability to prepare, proofread and publish documents including correspondence, reports and blog posts.
· An autonomous worker, comfortable working under limited supervision at times; able to manage multiple tasks and meet deadlines.
· Ability to communicate the purpose and priorities of the charity and give accurate advice and guidance to members of the public and potential applicants. 
· Evidence of working collaboratively and tactfully in building good working relationships and in the handling of sensitive issue. Able to communicate objectively without a personal agenda.
· Digitally confident and familiar with a range of platforms including Salesforce, WordPress, Twitter, Microsoft Word, Excel, Outlook.
· Willingness to carry out occasional out-of-office visits and attend events to represent the charity, network and other duties as may be reasonably required.
Desirable

· Knowledge and experience of the charitable and voluntary sector. 

· Fundraising experience.


	Salary details:

· Administrator Grade 5
· Annual salary of £28,220 (FTE) 
· 10% employer’s contribution to pension
· 14 hours a week, two days 
· Normally Tuesday and Thursday 9:00 am to 5:00pm
· 12 days annual leave (9 days annual leave + 3 days pro-rated bank holidays).



	Behaviours & competencies:

London Catalyst has a range of behaviours and competencies which staff are expected to demonstrate in accordance with their role. These are:

Achieving Results 

Planning and managing own performance which delivers high standards and results
Managing Self

Managing time effectively.
Demonstrating commitment to own personal and/or professional development.
Managing Communications/Customer Services

Conveying information clearly, appropriately, accurately and persuasively through speech and/or in writing.

Seeking, gathering and correctly interpreting information from a range of sources to inform decision-making.

Seeking continually to improve quality and standards of excellence.
Managing Finance & Risk

Monitoring and mitigating financial, health & safety and other risks within your area of responsibility.  
Working with Others

Working constructively to build relationships with others including trustees, members, Peabody colleagues, beneficiaries, the public, donors and with other grant making trusts.
Understanding and respecting the needs, opinions and feelings of others.
Demonstrating awareness of cultural and community diversity in London.


	Completion Date: 13/01/2023
Submit a CV and a covering statement on one side of A4 which illustrates your relevant skills and experience. 
Please refer to the role profile above. 
Send to:

London.catalyst@peabody.org.uk
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