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Networks and Volunteering Administrator

(12 Months Fixed-Term Contract)

February 2018
About Sands

Every single day in the UK, in spite of medical advances, 15 babies are stillborn or die within the first 28 days of life. 
Sands, the stillbirth and neonatal death charity, is a well-established and widely respected national charity that: 

· Supports anyone affected by the death of a baby through our Helpline and our 100 Groups nationwide across the 4 devolved nations.
· Works in partnership with health professionals to ensure that bereaved parents and families receive the best possible care by transforming the culture and practice of perinatal bereavement care through our accredited training programmes and resources.

· Promotes changes in care that could help to reduce the loss of babies’ lives by funding high impact research projects that identify the causes of stillbirth and point to ways of reducing their incidence.
The charity has grown its income by over 40% since 2012 and, as part of its strategic plan to 2020, is focusing on how we can make the biggest difference to improving the care and support available to bereaved parents and families, and building on our success in raising awareness of the issues relating to stillbirth and neonatal death.  This is an especially exciting time at Sands as we reposition to become the leading charity in the sector.  
Sands has a network of over 100 Groups nationwide and the charity is now focusing on how it can best support the invaluable work that is being delivered in local communities to meet the needs of those who currently rely on those local services and who may sadly have to do so in the future.
Find out more about our work at https://www.sands.org.uk/ 
Sands Benefits

Annual leave

Staff receive 28 days annual leave per annum pro rata, plus bank holidays. Staff will be required to take 3 days annual leave during the period between Christmas & New Year.

Employee Assistance Service

As part of its commitment to employee wellbeing, Sands offers independent, free and confidential counselling and information telephone service. Support is available on a range of issues including legal, financial, emotional, health issues and work related concerns.

Season ticket loan 

Subject to qualifying criteria, Sands offers interest free loans to purchase season tickets for the journey between home and work. 
Childcare Vouchers

Sands operates a childcare voucher scheme administered by Edenred, of the UK’s leading providers of employee benefits.  

Cycle to Work Scheme

Sands has teamed up with Cycle Solutions to provide a Cycle to Work Scheme, which you can join to make considerable savings on the cost of a new bike and equipment.
Pension (non-contributory) 

Subject to eligibility, you will be automatically enrolled into the Aegon Personal Pension scheme as soon as your employment commences, to which Sands will contribute 3%, rising to 5% over 3 years, You can decide whether to remain in the scheme and/or make additional voluntary contributions if you wish.

Sands is a vibrant, growing charity!
Sands has grown its income by over 40% since 2012 and is focusing on long term growth, sustainability and success!  
With a clear strategy to 2020, Sands is repositioning as a learning, developing organisation which aims to achieve excellence through people and offers a collegiate, collaborative working environment – making it an especially exciting time to join the charity!
About the role
An exciting opportunity has arisen for a Networks and Volunteering Administrator to work as an integral part of a high-profile and growing team, providing support to over 100 Sands Groups who 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.
This role offers an excellent opportunity to make a real difference to Sands, by providing a high level of administrative support to both the Networks and Volunteering Manager and wider Groups Team.

You will have excellent verbal and written communication skills, with a high level of planning and organisational ability plus experience of managing multiple high priority work streams simultaneously.   With the ability to research, analyse and interpret information you will need to demonstrate a high level of numeracy and attention to detail.
Strong IT skills are essential including MS Office packages, and ideally Access.  With excellent team-working skills, you will also be able to work within established financial procedures.
Some travel will be necessary throughout the UK, including occasional overnight stays.

To apply:

Please return the completed application form recruitment@sands.org.uk by the closing date below. Please also complete the Diversity and Equality Monitoring Form and send this with your application.
Closing date for applications
:        
         11th March 2018
 
         
Interview Date:     
                            w/c 19th March 2018
 As we have limited staff resources we are unable to provide candidates with feedback about their applications.   Interviews will be held at: Victoria Charity Centre, Ground Floor, 11 Belgrave Road, London, SW1V 1RB. Telephone: 020 7436 7940
Job Description

Job Title:
Networks and Volunteering Administrator

Responsible to:
Networks and Volunteering Manager  

Location:


Sands Head Office, Victoria Charity Centre, 11 Belgrave Road, SW1V 1RB
Contract:


12 months fixed term
Salary: 
£20,250 per annum plus £3,400 per annum London Weighting Allowance
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

· Ensure Volunteering database is maintained according to procedure

· Pass on relevant database information to other departments

· Schedule and organise team conference calls/meetings; take and distribute minutes

· Maintain team calendar/event list and update organisation-wide calendars

· Maintain & update Group records and files at Head Office

· Respond to general 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

· Coordinate stationery and office equipment orders for home workers

· Keep team office area tidy and orderly
· Financial admin duties including reconciling credit card / bank statements, and liaising with Finance Team as required
New Groups

Assist the Groups & Training Coordinator:

· Print and mail out paperwork/delegate packs for New Groups Training sessions

· Add new groups onto Volunteering database

Befriender Training

Assist the Befriender Training Coordinator:

· Process applications and flag issues that require attention

· Book telephone appointments for delegates with the Befriender Training Coordinator

· Pre-course mailings 

· Pack and send course materials (delegate packs, mailings to trainers, other supplies)

· Follow-up mailings

· Collate and summarise evaluations

· Maintain course spreadsheets as primary means of tracking progress

· Update Volunteering database with training information

General Responsibilities

· Undertake any other duties commensurate with the role as required by the Director 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 is liable to change over time

Person Specification

	Importance
	Criteria
	Assessment

	Essential
	Experience of providing general administrative support and maintaining office systems
	Application and interview

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

	Essential
	Accurate and fast touch-typing skills 
	Application and assessment

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

	Essential
	Experience of monitoring and maintaining recording systems and procedures
	Application and assessment

	Essential
	Experience of using MS Office, including MS Access [desirable]
	Application and interview

	Essential
	Ability to use email and keep ordered email records
	Application and interview

	Essential
	Ability to maintain an electronic calendar
	Application and interview

	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 interview

	Essential
	Ability to research, analyse and interpret information
	Application and interview

	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 interview

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