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Job Description – Administration Assistant

	Responsible to:            
	Finance and Operations Co-ordinator


	Hours:        
	Full time (37.5 hpw) or part time (30 hpw).


	Salary:                            
	£20,493 per annum (full time). London weighting will also be considered.


	Leave:                            
	25 days per annum plus Bank Holidays (for full time hours)


	Pension:                        
	NACCOM will contribute 6% of your gross salary


	Contract:                       
	6 months from September 2021 to March 2022 but with the possibility of continuation depending on funding and strategic review


	Location:                       
	Home based within the UK with occasional travel within the UK



 

[bookmark: _Hlk76702479][bookmark: _gjdgxs][bookmark: _GoBack]Organisational Context: 
	
NACCOM is committed to bringing an end to destitution amongst people seeking asylum, 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 people seeking asylum, as well as 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:
This is a varied role providing vital support to NACCOM and its members by:

· Assisting with administrative and governance tasks relating to the running of NACCOM
· Maintaining up-to-date records on the CRM database
· Assisting with financial administration
· Assisting with updating content on the website
· Assisting with the organisation of NACCOM events, meetings and campaigns, in particular our BBC Radio 4 Appeal in October 2021. 

Duties & Responsibilities: 
1. Provide administrative support to the Director and other members of the team as agreed with the Finance and Operations Co-ordinator.
2. Respond to incoming NACCOM phone calls and office emails.
3. Collect up-to-date contact details and permissions from Members and record the information on the database and online Project Directory.
4. Assist with administration tasks for our 2021 BBC Radio 4 Appeal. 
5. Assist with the organisation of NACCOM’s annual conference and other events, including booking venues/Zoom, managing invites, updating the participants’ list, creating delegate packs and recording feedback. 
6. Assist with financial administration by ensuring receipts are collected and recorded for staff/trustee/volunteer expenses. 
7. Update the NACCOM database (Salesforce CRM system) as required.
8. Assist with the preparation and dissemination of papers for quarterly board meetings and sub-committee meetings.
9. Assist with minutes for team meetings.
10. Work to uphold NACCOM’s policies and procedures, in particular its Equality and Diversity and Safeguarding policies.
11. Occasionally travel to team meetings in the UK as required and as Covid restrictions allow.

Personal Specification/Key Competencies: 

The Administration Assistant will have…
 
Essential 

· Excellent administration skills including maintaining filing systems. 
· Excellent interpersonal skills enabling good relationships to be maintained with members, colleagues, trustees and other stakeholders.
· Excellent IT skills, including working with Microsoft Office 365 programmes and CRMs.
· The ability to learn and understand new IT systems quickly.
· Excellent written and verbal communication skills including an excellent attention to detail.
· The ability to work flexibly and collaboratively as part of a team.
· The ability to prioritise, multi-task and work well under pressure.
· A commitment to standing in solidarity with those who have lived experience of destitution. 
· A demonstrable commitment to NACCOM’s values.

Desirable

· Experience of recording financial information (ideally Xero and Excel)
· Experience of event organisation (in person and online)
· Experience of inputting data (Salesforce and Excel)
· Experience of updating websites (ideally Word Press)



Additional notes:
 
· 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. 
· We encourage people with lived experience of immigration control and destitution to apply if they have the right to work and meet the person specification. Should they meet the person specification criteria, they will be prioritised for interview
· NACCOM will recognise volunteering experience in the shortlisting process. 



How to apply:
Please complete the application form which includes space for you to tell us how you meet the person specification outlined above.   Please email your form to:  recruitment@naccom.org.uk by 12 noon on Wednesday 28th July 2021.  Please do not send CVs.
If you would like to chat through the role before applying, please feel free to call Angela Stapley on 07934 826 773 or email angela@naccom.org.uk 
Interviews will be held on Thursday 5th and Friday 6th August 2021. Please let us know if you are not available for this and we will endeavour to make alternative arrangements although cannot commit to this. 
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