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Job Description
Employer:  

Tiree Community Development Trust, Isle of Tiree

Remuneration: 
£15,470 pro rata
Hours: 


20 hours per week
Period: 

6 months
Location:

Tiree Rural Centre, Crossapol, Isle of Tiree, PA77 6UP
Purpose of Post

The purpose of the post is to provide administrative support for the Trust team and Voluntary Board of Directors

Duties

· Log all incoming and outgoing mail and date stamp; log all telephone messages in telephone log
· Respond to, follow up and forward email enquiries
· Typing up of minutes and agendas for meetings

· Sending out meeting reminders to relevant contact lists and keep contact lists up to date

· Updating of Trust membership list and contact details

· Mail Shots

· Assist Trust team with Windfall Fund administration

· Stationery orders and keep log of stationery

· Holiday requests and keep a log of annual leave taken and due

· Collect weekly timesheets from staff

· Assist LDO & YW with up and coming projects

· Assist with quarterly Trust newsletter

· Monthly reports to Board on progress of tasks

· Attend monthly Board meetings
Necessary Qualifications, Skills and Experience:

· Previous experience of working in an administrative role

· The ability to communicate effectively with people in the public, private, voluntary and community sectors

· Good understanding of the voluntary sector

· Excellent verbal and written skills

· Experience of working with Microsoft Office, Outlook, PowerPoint and Excel
· Excellent organisational, record keeping and administration skills

· Diplomacy

· Track record of self-motivation
· Ability to work independently and as part of a team

You will report to the Finance and Governance Officer and one of the Board of Directors will be delegated as your line manager.  A monthly Board report will be required to show progress of requested tasks.

Conditions of Work
· The post will be Island based in the Trust Office on Tiree

· Working hours will be 20hrs per week (flexible to be agreed)

· The job will demand evening meetings.  Time off in lieu may be arranged

· Occasional trips to the mainland will be necessary for which expenses will be paid

· Holidays will be 28 calendar days per year pro rata

Applications with current CV to be submitted by Friday 17th February 2012 to:

Tiree Community Development Trust

Room 2

Tiree Rural Centre

Crossapol

Isle of Tiree

Argyll

PA77 6UP
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