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Association of Charitable Foundations
Candidate Information Pack

Administrator
Please find enclosed
· Background Briefing 

· Job Description and Person Specification

· Application Form

· The Recruitment Process 
· Equal Opportunities Monitoring Form

For background information on ACF, please go to www.acf.org.uk

Association of Charitable Foundations

Background Briefing

ACF
The Association of Charitable Foundations (ACF) is the membership organisation for independent charitable grant-making trusts and foundations in the United Kingdom. ACF’s membership of 330 organisations, collectively holds £25 billion in investments and assets; and gives over £1.7 billion every year to a diverse range of organisations and people: from community groups, charities and social enterprises to museums, hospitals and schools. ACF has supported trusts and foundations for 25 years; respecting and safeguarding their independence, and helping them to be effective in the multiple ways that they use their resources. One of the key ways in which ACF supports its members is providing opportunities for learning and discussion and the sharing of knowledge and best practice through a range of networks. 

ACF’s work

Working collaboratively and in partnership with our members, ACF provides a range of services and support to them including:
· providing opportunities for discussion and sharing of knowledge and best practice through a busy programme of events and learning opportunities, such as workshops, conferences, seminars and roundtables
· peer learning is hosted by ACF for special interest groups and networks on a range of issues including housing and homelessness; asylum seekers, refugees and migration; funding in Northern Ireland 
· briefings and up-to-date information for members on the issues which impact on their work

· policy work and publications to stimulate ideas and represent the work of our members to a range of audiences, including government and politicians.
The role

This role is vital in enabling our programme activities to support our members and is key to holding together and delivering our work. It is a busy role and responsibilities will include:

· being a first point of contact for members, visitors and the public, over the phone, by email and in person

· administering all of our events

· office management and administration

· maintaining our database with member details and processing event bookings. 

The person

The Administrator will be skilled at multi-tasking, have good attention to detail and have strong IT skills. They will need to be highly organised and able to plan in advance, especially on busy days when ACF may be hosting multiple events. The Administrator will also need to be able to work on their own initiative as well as being part of the team. They will need to be highly personable, diplomatic and emotionally intelligent.  

Terms and conditions

This is a full-time position based at ACF’s offices, near King’s Cross station, Monday to Friday. Occasionally you will need to work into the early evening, when our meetings programme requires this.

Salary: 
£22,500 per annum 

Contract type:
Permanent contract.
Pension (optional): 
5% employee’s contributions matched by 10% from ACF

Annual leave: 
25 days, plus additional paid holiday between Christmas & New Year

Other benefits:
A season ticket loan scheme is available.

Reports to: 
Head of Learning & Events 
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Job Description 
Administrator
Event management and administration

1. Processing event bookings, adding them to database and drafting and sending confirmation letters and joining instructions

2. Uploading events and content on website using CMS system

3. Supporting Head of Learning & Events to ensure that all events are running smoothly

4. Managing bookings, taking remedial action where these are too low or too high

5. Ordering catering for meetings, ensuring delegates’ dietary requirements are met

6. Managing all audiovisual requirements

7. Room set up and welcome of delegates

8. Servicing meetings by making tea, coffee and presenting refreshments, clearing room after meeting and operating dishwasher

9. Preparing delegate packs

10. Sending out evaluation surveys and follow up information

11. Assisting the Head of Finance by providing information about events for invoicing and accounts reconciliation

Office administration

1. Answering telephone and taking messages, dealing with routine enquiries

2. Reception duties, receiving and welcoming visitors, preparing refreshments if required

3. Dealing with all ACF’s incoming and outgoing post

4. Stationery ordering, basic maintenance of office equipment

5. Responsible for managing enquiries to ACF’s general email address, dealing with routine enquiries

6. Managing meeting room bookings

7. Dealing with publication orders

8. Overall responsibility for ensuring that ACF’s office space and meeting room is tidy, welcoming and professional and meets health and safety requirements

Information and database administration

1. Maintaining the integrity of membership database information and keeping it up to date, proactively updating and cleaning data

2. Carrying out a programme of regular data checks to maintain the accuracy of data, and ensuring data entry standards have been followed.

3. Maintaining and developing organisational filing (electronic and paper based)

4. Running regular reports from the database and creating new reports in response to ad hoc requests

5. Maintaining and developing member files (electronic and paper)

6. Filing in our resource library

Membership services administration

1. Responsibility for managing all in-house member and non-member mailings

2. Supporting the new member application and welcome processes

3. Supporting the annual subscription renewal mailing and follow up

4. Maintaining the integrity of non-member contacts

Other duties 

1. To undertake other duties as directed by the Head of Learning & Events.
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Person Specification 
Administrator 
Skills and experience

Essential

1. Excellent administration skills, organised and efficient with an eye for detail.

2. Able to draft and present information clearly, accurately and appropriately in a variety of formats (e.g., letters, emails, reports).

3. Strong customer service and interpersonal skills, able to respond to enquiries/queries with customers and suppliers, by phone, email or face to face.

4. An interest and aptitude for organising events that will include liaising with venue managers, administration, sourcing presentation equipment and dealing with speaker queries.

5. Accurate data entry and preferably some experience of using and maintaining a database, ensuring data quality and accuracy and proactively updating data.

6. Computer literate with experience in using a range of office software packages (including Word, Excel, PowerPoint and Outlook).

7. Interest in the voluntary and community sector.

Desirable

1. Experience of using a CRM database.

2. Project management.

Personal Qualities

Essential

1. Ability to deal in a helpful, friendly and professional style with people from a range of different backgrounds and levels of seniority and with member organisations of varying sizes.

2. Excellent team worker. 

3. Strong time management skills, with the ability to work well under pressure and to organise and co-ordinate work to meet deadlines.

4. Highly motivated and enthusiastic. 

5. Commitment to implementing equality and diversity policies, empathy for and commitment to ACF’s aims and core values, and to assisting ACF in being a more environmentally responsible organisation.
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Application Form

Administrator
Please complete this Application Form and the Equal Opportunities Monitoring Form, and attach a CV outlining your career to date, including any academic and professional qualifications. Please do not send the Background Briefing, and the Job Description and Person Specification (pages 1-6) with your Application Form. 

Please send your application, by 10am, on 23 February 2015, to 
acf@allysondavies-consultant.com
Contact Details

Full Name:

Address:
Mobile Phone:

Home Phone:

Email: 
How did you hear of this post:

Are you eligible to work in the UK? 

References

Please give details of two professional referees: your current or most recent, and a previous employer:

1. Name and professional relationship to you: 

Tel: 


Email: 


OK to approach Yes/No

2. Name and professional relationship to you: 

Tel: 


Email: 


OK to approach Yes/No

Current income and benefits

Please give details of your current income and benefits details:

Basic Annual Salary: 




Annual Leave:

Pension: Employer contribution: 


Employee contribution:

Any other benefits: 

Notice required:
    

On no more than two pages, please state:

1) Why you would like to be the Administrator at ACF?
2) What three key areas of your experience and skills you can bring to this role?

(please draw upon the Person Specification to inform your answer).
Declaration 

I declare that the information that I have provided on this form is true and accurate, and in particular that I have not omitted any fact which may have a bearing on my application.  I understand that any subsequent contract of employment with the ACF will be made on the basis of the information I have provided.  I understand that a false declaration, which results in my appointment to ACF, will render me liable to dismissal without notice. I also understand that submitting this form electronically is equivalent to a signed declaration. 

Signature ____________________________

Date _______________________________
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The Recruitment Process

Timetable

	Deadline for applications
	Monday 23 February 2015 at 10am

	Screening Interviews
	25 February or 2, 3, or 4 March

	Panel interviews
	10 March

	Final Interview
	13 March

	Decision made & successful candidate notified
	Mid March


To apply

If you would like to apply for this role, please complete this Application Form and Equal Opportunities Monitoring Form plus attach a CV outlining your career to date, including any academic and professional qualifications. 

Please send your application, by 10am, on 23 February 2015, to 

acf@allysondavies-consultant.com
Information

If you require any further information or you would like to discuss anything in more detail, please contact Allyson at the above contact details, or call 020 7828 3855 or 0796 855 6164.

Equal Opportunities Monitoring Form

Strictly confidential

In order to help us ensure that our equal opportunities policy is being carried out we would be grateful if you could complete all parts of this form. The information given will be kept strictly confidential and used only for monitoring purposes.  It will not be used as part of the selection process.

Job applied for










Where did you see it advertised? 








1.  Gender 











2.  Disability:
Do you consider you have any disability as defined under the Disability Discrimination Act 1995? A disabled person under the Act is anyone with “a physical or mental impairment which has a substantial and long term effect upon his/her ability to carry out normal day to day activities”.

  Yes
(



   No
(
      If you answered ‘Yes’ please describe the nature of your disability: 

If you are registered as disabled, please give your RD number below:
_____________________________________
_





3.   Age (please tick the appropriate box)

(
Under 25

(
25 – 34

(
35 – 44

(
45 – 54

(
Over 54

4.
Ethnic group
Please choose ONE section from A to E and then tick the appropriate box to indicate your cultural background (categories taken from 2001 census).

A
Asian or Asian British
· Indian

· Pakistani 

· Bangladeshi 

· Any other Asian background, please write in:

B
Black or Black British
(
Caribbean

· African

· Any other Black background, please write in:

C
Chinese or other ethnic group
· Chinese

· Any other, please write in:

D
Mixed

· White and Black Caribbean

· White and Black African

· White and Asian 

· Any other Mixed background, please write in:

E
White

· British

· Irish

· Any other White background, please write in:

Thank you for completing this form.
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