Job description

Applicants who are not UK residents must have leave to remain (without work restrictions) for more than one year in October 2010.

Post Title
:        General Administrator 

Purpose of job :
To provide administrative support to work with students, volunteers, subscribing institutions for the smooth running of the HOST office 

Reports to
:        Student Programme Manager / CE in her absence

Main responsibilities

The General Administrator is responsible for providing administrative support to student related matters, all institution (mainly HE and FEs) matters, volunteers, management and the general maintenance of the charity’s offices.  The job includes:

· Registration and administration of all student applications and volunteers
· All administration for Regional Organisers and hosts not online and SPM.

· Co-ordinating Freshers/Orientation events

· Assisting SPM with recruitment, induction and supervision of office volunteers.

· Assisting SPM and CE with completion of certain projects. 

And such other duties as may be identified from time to time by the CE or SPM.

Tasks:

The tasks will change from time to time but will include the need to:

· Register and update all volunteer details on all HOST systems e.g. telephone speed dial list, master list, boards etc. and open files for all these individuals.

· Work with SPM and CE in updating all volunteer induction files and to contribute to volunteer induction.

· Deal with Institutions and ROs relating to the programme work;




· Deal with enquiries from students, about applications, etc.;

· Promote work of HOST to potential hosts and students (through websites, presentations where deemed necessary).

· Assist in organisation and handle administration of the HOST annual conference
· Assist with required statistics feedback;

· Undertake the programme administration required e.g. updating RO’s white board on placements, etc.;

· Assist with billing queries related to student application queries;
· Ensure adequate office supplies and regular publicity materials are maintained.

· Ensure all equipment (including photocopier, fax and franking machines) are well maintained.

· Update and maintain the Office Manual
· Identify and chase unauthorised applications;

· Assist applicants with the HOST online application system;

· Organise and maintain electronic and manual filing systems.

· Liaise with out of house IT support over any problems, hardware malfunction, parts and repairs.
· Contribute content to newsletters as appropriate;

· Contribute to production of leaflets and publicity materials as appropriate;

· Contribute pro-actively to all elements of HOST’s work as part of the small team;

· Participate or attend events and co-ordinate freshers/orientations/HOST Socials;

· Assist with incoming and outgoing post;

· Answer telephone calls by rotation;

· Provide ‘handover’ to other staff as required;

· Update information related to the programme on website using Contribute 4; 

· Contribute pro-actively to all elements of HOST’s work, suggest improvements and new initiatives;

It is essential that this post is available to work occasional evenings and weekends.
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