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JOB DESCRIPTION

Job Title:

Young Vincentians Administration Assistant

Reporting to: 
National Young Vincentian Coordinator
Location:

National Office
Salary:

£17.5k pro rata
Hours:
37.5 FT; although will consider possible PT job share; one year contract.
Holiday:

25 days plus bank and statutory holidays pro rata.

Primary Objective: To service Young Vincentians Apostolates
Application deadline: 3PM on 29th January 2018.            
Interviews: week beginning 29th January 2018.
Start date: ASAP.
General Administration

· General administrative duties: emails, letters, responding to telephone enquiries

· Overseeing the ordering, management and distribution of stock such as publicity, resources and newsletters.
· Producing and distributing certificates for Youth SVP members, and annual group registrations
· Managing a youth photo/video library as required

· Maintaining Young Vincentians websites, social media, and relevant sections of the main SVP website

· Moderating beneficiaries’ use of B-Attitude webapp

· Providing general secretarial assistance and clerical support to Development Officers, the Youth Committee and Central Councils in relation to Young Vincentians
· Produce and present relevant statistics and data as required in reports
· Creating and maintaining a contacts database as well as a national directory of all Young Vincentians groups in Catholic schools, parishes, 6th forms & colleges, and universities across England and Wales
· Assisting in all aspects of the paperwork needed in preparation for Young Vincentians events and pilgrimages, as well as national meetings and other board-level meetings
· Ensure all financial and statistical records are kept up to date

· Bookings, purchases and payments for team travel and any items that benefit the department.

Essential Qualities

· Excellent IT skills – particularly database entry and reporting

· Good communication skills – verbal and written

· Highly organised

· Attention to detail

· Occasional flexible working hours to include evenings and weekends as the job requires
· Understanding of the working systems of the Catholic education structures and Diocesan structures
· Empathy with the ethos of the SVP organisation

Desirable Qualities

· Interest in youth work

