JOB DESCRIPTION

	JOB TITLE
	Administrator & Data Support Officer

	SALARY BAND
	6  £18,360 - £19,772

	HOURS
	37 hours per week (Monday to Friday)

Work outside normal office hours will be required for which time off in lieu will be granted.

	RESPONSIBLE TO
	Health Project Manager 

	RESPONSIBLE FOR
	N/a

	LOCATION
	MEC

Sandy Flatts Lane

Acklam

Middlesbrough

TS6 7YN

	JOB PURPOSE
	The postholder will be responsible for providing general administration and data support to our Affordable Warmth Team. Responsibilities include maintaining Charitylog, our Customer Relationship Management Tool, supporting the team to input data, and preparing timely and accurate reports for funders. The postholder will have an interest in affordable warmth and energy and in the absence of an affordable warmth officer be able to provide basic  telephone advice and signposting to customers who contact the Freephone energy advice service, booking appointments as appropriate for advisors. The postholder will also be responsible for providing the administrative element of our Fuel Voucher Scheme for customers experiencing fuel poverty. 



MAIN DUTIES AND RESPONSIBILITIES

1. To be responsible for the maintenance of Charitylog MEC’s CRM Tool. Supporting the Affordable Warmth Advisors (AWA) with the inputting of data ensuring fields are completed accurately. Working with the AWA and Health Project Manager (HPM) to identify any potential issues with data collection and achievement of targets. Preparing accurate and timely reports for a range of funders and to support future funding bids. 
2. To support AWA with day to day administrative activities related to the projects they are delivering on i.e.  printing, photocopying, preparing presentations.
3. To support the AWA providing customer triage to identify the most relevant support for their needs, basic energy advice and signposting to customers who contact the freephone energy advice service. Taking messages, booking appointments for the AWA as appropriate. 
4. To support the administrative element of our Fuel Voucher Scheme for customers who are in fuel poverty by providing eligible customers with electronic fuel vouchers to be redeemed within local shops. Referring customers onto AWA for behaviour change interventions.  
5. Provide support to the AW Team in the preparation and delivery of any community based events.

6. To demonstrate a high level of customer care being sensitive to the needs of customers who may be distressed.
7. In consultation with the HPM to prepare the agenda and notes for the South Tees Affordable Warmth Partnership attending the meeting to record and prepare notes from the meetings.

8. Support the development and maintenance of the UNO database and be a point of contact for enquiries in relation to energy efficiency of Middlesbrough’s housing stock. 

9. Work with all MEC staff and if appropriate support MEC activities to maximise the achievement of outcomes across MEC through a joined-up approach to working. 

10. Ensure impartiality and maintaining client confidentiality when dealing with client information.

In addition to these duties, all staff are expected to:

· Demonstrate and uphold MEC's core values: innovative; challenging; flexible; empowering, supportive; cooperative; inspirational; and adaptable.

· Assist with other aspects of MEC’s work as appropriate and such other duties in keeping with the general aims of the post as may from time to time be determined by the Director.

· Ensure that the requirements of the company’s Health and Safety policies and procedures are practised and observed.

· Ensure that the requirements of the Company’s Equal Opportunities, Environment and Data Protection policies and procedures are practised and observed.  

· Attend training as required to continue to undertake and develop the role effectively. 
· Contribute to Middlesbrough’s Public Health agenda, through developing a basic understanding of Public Health issues and signposting to local health improvement services.  Appropriate training will be provided. 
· As this post involves work with children and vulnerable groups, any appointment will be subject to a Disclosure under the Disclosure and Barring Service.

PERSON SPECIFICATION

JOB TITLE: Administrator & Data Support Officer 
	Main Attribute
	Detailed Attribute
	Essential
	Desirable

	Qualifications


	Good General Education
	(
	

	
	NVQ Level 3 or equivalent qualification in administration and databases
	(
	

	Knowledge & Experience
	Experience of using, maintaining, and developing administrative systems
	(
	

	
	Experience in the development and maintenance of web pages and using social media
	(
	

	
	Good understanding & experience of databases, including ability to use database to produce report and statistics
	(
	

	
	Experience of using Access
	(
	

	
	Experience of using Microsoft Office, with an emphasis on Excel
	(
	

	
	Knowledge of Data Protection Legislation 
	(
	

	
	Experience of working with the general public
	
	(

	Personal Attributes
	Excellent organisational skills
	(
	

	
	Ability to work under pressure and ensure deadlines are met
	(
	

	
	Ability to work as part of a team
	(
	

	
	Ability to organise and prioritise workload and work on own initiative
	(
	

	
	Good interpersonal skills and ability to communicate effectively
	(
	

	
	Ability to find solutions to administrative problems
	(
	

	
	Ability to maintain accurate records and filing systems
	(
	

	
	Ability to produce clear reports
	(
	


As this post involves work with children and vulnerable groups, any appointment will be subject to a Disclosure under the Disclosure and Barring Service.

