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Groups Administrator



About Sands
Sands, the stillbirth and neonatal charity, is a well established and widely respected national charity that: 

· Supports anyone affected by the death of a baby

· Works in partnership with health professionals to ensure that bereaved parents and families receive the best possible care

· Promotes and funds research and changes in care that could help to reduce the loss of babies’ lives.

Over 30 years ago the devastating impact of the death of a baby on the mother and father was neither widely understood nor acknowledged. For many parents it felt as if their baby had not existed and did not matter. Sands was established in 1978 to change that perception. 

[bookmark: _GoBack]Since that time Sands has supported many thousands of families whose babies have died, offering emotional support, comfort and practical help. Working in partnership with health professionals and service providers, Sands has played a lead role in transforming the culture and practice of perinatal bereavement care in the UK.

Whilst the way in which parents and families are cared for and supported has substantially changed, the tragic reality is that large numbers of families continue to be devastated by the death of a baby. In the UK, in spite of medical advances, 17 babies are stillborn or die within the first 28 days of life every day.

Bereavement support for parents who have lost a baby and working in collaboration with health professionals, remains at the core of everything that Sands does. But Sands also aims to ensure that there are fewer bereaved parents to support.  

Find out more about our work: www.uk-sands.org




Sands Benefits
Annual leave
Staff receive 28 days annual leave plus bank holidays. Staff will be required to take 3 days annual leave during the period between Christmas & New Year.
Employee Assistance Service
At times staff members may face and need help with a variety of issues throughout their lives and as part of the commitment to staff members we provide a 24:7 independent and confidential counselling and information telephone service, free of charge. Support is available on a range of issues including legal, financial, emotional, health issues and work related concerns.
Season ticket loan 
Permanent Head Office based staff are offered the opportunity to take an interest free loan to purchase season tickets for the journey between home and work. Available after a qualifying period.

About the role
A strength of Sands is the network of over 100 Groups around the UK. Each has a large degree of autonomy in that they have their own committees, fundraise locally and manage their own bank account. They work within the Sands Group Constitution. Sands Groups offer support to anyone affected by the death of a baby, work closely with their local hospitals to ensure the best possible care is provided and promote awareness and the work of Sands nationally.
With over 100 Groups around the UK it is essential that we maintain good communication between the Groups and UK Sands, and provide effective support, motivation and guidance for Groups. To assist with this we have created 9 Networks, each with a Coordinator who has responsibility for a number of Groups. The Network Coordinators, along with the Groups & Training Coordinator and the Befriending Training Coordinator, make up the Groups Team, who are managed by the Networks and Volunteering Manager
The Groups Team Administrator provides administrative support to the Networks and Volunteering Manager and the Groups Team, including maintaining the database and files, communicating updates around Sands, minute taking, maintaining the Groups Team calendar, responding to general email and telephone enquiries, and assisting with admin for upcoming events. The post holder will have experience of providing admin support in a multi-faceted department, managing competing demands for their time.
This role offers an excellent opportunity to make a real difference within the charity. Some travel will be necessary, including the occasional overnight stay.

To apply
Please return the completed application form and monitoring form to recruitment@uk-sands.org by the closing date below:
Closing date:  9am on 16th March 2015
Interviews:	Interviews will take place on 24th March 2015
Interviews will be held at our Head Office: Sands, 28 Portland Place, London, W1B 1LY
As we have limited staff resources we are unable to provide candidates with feedback about their applications. If you have not heard from us within 2 weeks of the closing date, then please assume that you have not been shortlisted.

Job Description
Job Title:	Groups Administrator
Responsible to:	Networks and Volunteering Manager  
Location:			Sands Head Office, 28 Portland Place, London, W1B 1LY
Contract:			Permanent
Salary: 	£17,965 + £3350 (London Weighting Allowance) = £21,315 per annum
Hours:	Full Time – 35 Hours per Week (9.30am – 5.30pm)
Main Purpose of Job: 
1. To provide support to the Groups Team, and ensure effective and efficient communication.

Main Responsibilities
General Groups admin
· Support the Networks & Volunteering Manager with general administration
· Update Groups123 database with committee detail changes, Groups details, etc.
· Passing on relevant Groups123 update information to Groups Team and other departments
· Take and type up minutes of conference calls/meetings
· Coordinate conference call line usage
· Maintain and update list of Groups Team event dates
· Maintain & update Group records and files at Head Office
· Respond to general Group emails and telephone enquiries 
· Assist with annual return administration
· Assist with admin for key annual events (e.g. Network Days, Groups Team Away Day, AGM, etc.)
· Maintain an up-to-date UK map of Groups
· Collate statistics
· Coordinate stationery and office equipment orders for Groups Team
· Keeping Groups Team area of Head Office tidy and orderly
· Assist with maintaining and updating Groups Team Knowledge Bank

New Groups
Assist the Groups & Training Coordinator:
· Mail out pack of leaflets to new groups
· Mail out new bank account forms when required
· Print and mail out paperwork/delegate packs for New Groups Training sessions
· Set up new groups on Groups123 database
· Other admin roles as position develops

Befriender Training
Assist the Befriender Training Coordinator:
· Develop & maintain list of  venues for training courses
· Deal with admin for training courses: book venue, Delegate packs, facilitator mailings, joining instructions
· Updating Befriender database and paper records
· Collating and summarising the evaluation after each training event


General Responsibilities

· Undertake any other duties commensurate with the role as required by the Head of Finance & Resources, Chief Executive and Board of Trustees
· Work flexibly with other members of staff and team
· Maintain a high level of confidentiality
· Abide by all Sands Polies and Procedures
· Undertake all mandatory training as required
· Participate in annual appraisal and personal development reviews
· Clearly represent the views and positions of Sands distinct from any personal opinions
· Maintain confidentiality on sensitive and confidential information
· Commitment to and understanding of Equal Opportunities
· The post holder must familiarise themselves with matters relating to Health & Safety Management, as affecting themselves, their department and the organisation as a whole
· Promote the Sands vision and values at all times
· This job description is not contractual and liable to change over time



This job description is not contractual and is liable to change over time


Person Specification
	Importance
	Criteria
	Assessment

	Essential
	Experience of providing general administrative support and maintaining office systems

	Application/interview/Assessment?

	Essential
	Good planning and organisational skills, with considerable attention to detail

	Application and interview

	Essential
	Accurate and fast touch-typing skills 

	

	Essential
	Experience of managing multiple high priority work streams simultaneously and meeting deadlines under pressure

	

	Essential
	Experience of monitoring and maintaining recording systems and procedures

	

	Essential
	Experience of using a range of IT packages including MS Office (word processing, spreadsheets and databases) 

	

	Essential
	Ability to use email, keep ordered email records and maintain an electronic diary

	Application and assessment

	Essential
	Good verbal communication skills, including ability to deal appropriately and professionally with a range of people including trainers, bereaved parents and Sands staff and volunteers - both face to face and by telephone
	Application and interview

	Essential
	Ability to write clearly and accurately, including corresponding by email with trainers, bereaved parents and Sands staff and volunteers, as well as drafting routine correspondence and taking minutes of meetings
	Application and interview

	Essential
	Ability to work on own initiative and as part of a team
	Application and assessment

	Essential
	Ability to research, analyse and interpret information

	Application and assessment

	Essential
	Numeracy skills and the ability to work within established financial procedures

	Application and interview

	Essential
	Ability to monitor and maintain own standards

	Application and assessment

	Essential
	Ability to commit to and work within the aims, principles and policies of Sands

	Application and interview
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