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Post title: 	Admin Assistant
Purpose: 	Assist with all office administration, supporting colleagues with the database and specifically supporting the Supporter Services Manager with day to day processes
Hours: 		4 hours a day (20 hours a week) 10am – 2pm (flexible)
Salary:		£20,000-£22,000 pro rata (depending on experience)

Responsibilities
Supporter Services 
1. Respond to incoming telephone enquiries via the main switchboard
2. Maintain (answer or forward) SS Mailbox
3. Highlight large donations, corporate contacts to relevant teams
4. Correspondence regarding donations 
a. Thank You letters
b. Direct Debit confirmations
c. Certificates
d. Other correspondence regarding donations
5. Manage post including internal distribution, response, franking and taking to post office


Finance
1. Batch and process donations received through the Post (CAF cards and vouchers, Cheques/Cash, Stewardship and KKL Vouchers)
2. Batch and Process credit card payments through Streamline card machine
3. Process NetCom donations and event registrations 
4. Batch and process donations received direct to Bank through BACS
5. Batch and Process standing order payments received to the DM account
6. Update FY14 donation batch archive box by updating credit/debit card records to remove all card information


Raiser’s Edge
1. Create and update Constituent records for individuals and organisations 
2. Ensure media tab populated with copy correspondence (eg solicitors’ letter)
3. Assist with data queries and reporting
4. Data input of donations received, with accuracy regarding donor, donation value, campaign/appeal/fund/grant id information. To include donations received from third parties through the Bank Account.
5. Update RE with details of any returned addressed mail (“Gone Aways”).
6. Update GV trip records with passport details etc 
7. Check for missing postcodes and update RE records 

Other
1. Photocopier count
2. Franking machine updates
3. Staff attendance sheet
4. SIFT report distribution


Personal attributes
· Intermediate skills in Excel and solid computer skills 
· Willing and able to learn
· Proven data input accuracy 
· A can-do and will-do attitude
· Enjoying a busy daily schedule and a variety of tasks


Any other reasonable duties as and when required
