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NACCOM is recruiting for a part time Grants and Administration Officer. 
This is an exciting time to be joining NACCOM, as we have recently received £500,000 as part of the Guardian and Observer winter appeal, to assist with our aim of preventing destitution. This crucial role will be responsible for assisting with the distribution of the majority of these funds to full members. As well as ensuring systems are set up to properly distribute the funds we are also looking for someone to assist with our data gathering and recording of information through developing a database for ourselves and for our members. This key role will also assist with NACCOMs financial administration and the running of our national conference in September. 
This is an interesting and varied role in which the postholder will gain an understanding of grant giving and the varied work of our 48+ member organisations. 
The post holder will join our staff team of:
· National Director: Hazel Williams, Full time based in Newcastle 
· Communications and Advocacy Worker: Lucy Smith, 4 days a week, based in Sheffield
· Network Development Worker: Dave Smith, 3 days a week, based in Manchester 

Key details of the post:

· Salary: £20,661 pro rata’d. 
· 30hours per week = 4 days 
· 25 days annual leave per annum pro rata’d
· The post is to be based in Newcastle with some opportunity for home working and will be expected to travel to member organisations within UK. 

How to Apply?
For more information on the role please refer to the job description and person specification. 
To apply for the post please fill in the attached job application and email to hazel@naccom.org.uk with the header PRIVATE AND CONFIDENTIAL by 9am on 14th March 2018. Applications received after this date/time will not be accepted. 
Interviews will take place in Newcastle -Upon -Tyne on the 22nd March. We are happy to conduct skype interviews. 

If you would like to discuss the post in advance please call Hazel on 07821 426 438. Due to our capacity we will not be able to offer feedback to applicants who are not shortlisted for interview.





Job Description – Grants and Administration Officer 
 
Responsible to:                     National Director
Hours:                                     30 hours per week = 4 days
Salary:                                    £20,661 pro rata’d actual annual salary for 4 days £16,529 
Leave:                                     25 days per annum plus Bank Holidays pro rata’d
Pension:                                 NACCOM will contribute 6% of your gross salary
Contract:                               1 year with the possibility of extension  
[bookmark: _gjdgxs]Location:                                Newcastle with some homeworking, and travel to member       organisations within the UK

Organisational Context: 	NACCOM is committed to bringing an end to destitution amongst asylum seekers, refugees and migrants with no recourse to public funds living in the UK. NACCOM exists to promote best practice in and support the establishment of accommodation projects that reduce destitution amongst asylum seekers. In addition, they may also support migrants with no recourse to public funds (NRPF) and / or refugees facing barriers to accessing affordable housing. It does this by: 
· providing networking opportunities to encourage, empower and connect members 
· sharing knowledge and promoting best practice to provide pathways out of destitution 
· working with others (including those with lived experience) to raise awareness of destitution and campaign for a just and humane asylum system 
· gathering and disseminating data on the scale of destitution and positive outcomes achieved by members 
 
Job purpose: 	The Grants and Administration Officer will provide vital support to NACCOM and its members by:
· Managing all administrative tasks relating to the distribution of Guardian grants
· Maintaining up to date records of all members including ensuring all membership fees are collected and payments recorded;
· Assist with financial administration 
· Assist with the organisation of NACCOM events;
· Assist with the implementation of a new database for NACCOM and its members. 

Duties & Responsibilities: 
1. Ensure the smooth running of the Guardian grant panel by putting together all the relevant grantees information as required in an easy to read format. 
2. Notify members who have been successful in receiving a Guardian grant, by sending out individual grant agreements and relevant documents.
3. Ensure all successful grantees return the correct information in order to receive their grant.
4. Organise grant payments to grantees
5. Assist with the creation of a members’ database using salesforce and update with relevant information including tracking grants to members. 
6. Track member grantees’ reporting deadlines through an easy to use system and notify members of approaching deadlines.
7. Ensure all membership fees have been paid and recorded, and invoice members as required.
8. Assist with the administrative organisation of NACCOM’s annual conference and other events, including managing invites, updating the participants’ list and creating delegate packs. 
9. Assist with NACCOMs financial administration, by recording, filing and raising payments for invoices received and inputting these onto our online financial recording system. 
10. Assist the NACCOM team with the collection of members’ data for the annual survey 
11. Assist the Director with the development and implementation of a database for NACCOM members. 
12. Respond to NACCOM calls and emails as required 
13. Report regularly to National Director and participate in trustee meetings as required. 
Personal Specification/Key Competencies: 
 
The Grants and Administration Officer will have: 
· experience of providing administrative support 
· experience of event organisation
· experience of inputting data 
· excellent administration skills including maintaining filing systems and recording financial information. 
· excellent interpersonal skills 
· excellent IT skills, including working with Microsoft Office programmes and CRM’s ideally salesforce
· excellent written and verbal communication skills including an attention to detail
· the ability to prioritise, multi-task and work well under pressure 
· to be committed to supporting vulnerable migrants 
· absolute integrity with a commitment to transparency and openness 
 
[bookmark: _GoBack]Note: This job description is not intended to be an exhaustive list, and it is expected that you will be flexible and willing to participate in duties which are broadly in line with the above responsibilities. 
This job description does not form part of the employment contract and we reserve the right to review it with the post-holder as necessary. 
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