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Job Description

Post: 


Administrator 
Salary: 

Salary Scale £18441-£19959 



(24 days holiday entitlement plus public holidays)

Hours of work:
37.5 hours per week

Responsible to:
Executive and Artistic Director and Operations Manager
Background

Established in 1984 Project Ability is Scotland’s leading specialist visual arts organisation working with disabled people.  Based in Glasgow’s vibrant and creative Merchant City we deliver a comprehensive programme of visual art workshops, master classes and training opportunities for children and young people with disabilities, adults with learning disabilities and adults in recovery from mental ill health. We are open six days and evenings.

Our Gallery and exhibition programme promotes contemporary art by local and international disabled artists and is a venue for audience development activity.  Our shop sells original artwork.  

The successful applicant will join Project Ability‘s team consisting of: The Executive & Artistic Director, Operations Manager, Create Programme Manager (part time), Exhibitions Co-ordinator (part time), Technician , Marketing Co-ordinator (part-time) and Volunteer Co-ordinator (part-time).  Additionally there are around 18 artists who deliver the programme and work on a free-lance basis.  The Executive & Artistic Director and Operations Manager report to a voluntary Board of Directors.    

Job Summary 
The Administrator will be responsible for the operation and maintenance of all administrative systems. The post holder will operate the booking system for all workshops and classes. As a vital member of the operational team the post holder will assist in the day to day running of a busy arts centre. The post holder will contribute to: the production of marketing materials, the maintenance of mailing lists and the organisation of events.  
Job Outline:

This is a key role and the post holder will: 
· Provide a comprehensive administrative support service for the organisation, working across all departments, prioritising workload in line with business requirements. 
· Provide a first point of contact for personal and phone callers incorporating comprehensive customer service procedures.

· Contribute to administrative and operational planning and policy.
· Be required to undertake any other duties as required and on occasion deputise for senior staff.

Key Tasks and Activities:



· Operate and maintain the art centre’s booking system and prepare information on centre usage and participant activity.

· Accept payments for workshops, classes and other services and products maintaining records of these payments.
· To greet all visitors to the workshops, operate the signing in procedures and assist visitors with needs and requests.
· To answer telephones, dealing with general phone enquiries and recording and distributing messages. 
· To respond to general e-mail enquiries, record and analyse requests for information.
· To maintain, update and reconcile electronic mailing lists.
· To be responsible for incoming and outgoing mail. 

· Assist with financial record keeping including input of data to Sage 50 book-keeping system. 

· To assist with maintenance of on line diaries and assimilate required time and place information for people and resources.
· To upload time and place information to website
· To type reports and correspondence as required.

· To record and distribute the minutes of various internal meetings
· To operate a booking procedure for film and digital media equipment  

· To supervise use of photocopying equipment and assist with requests for printing and copying.

· To assist in the organisation and delivery of exhibitions and events.
· To assist in marketing tasks including both electronic and paper based mail-shots.
· To maintain stocks of stationery and cleaning supplies.
· Assist with maintenance of health and safety records including rota of qualified first aiders and upkeep of accident registers.

· Any other reasonable duties required for the effective day to day running of a busy centre  
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Person Specification
Post:


Administrator
Personal Qualities:


· Highly committed and organised
· Professional approach



· A flexible approach to working, adaptable to new circumstances and change
· Friendly, enthusiastic and confident

Skills and Experience
Essential requirements:
· First class IT skills including Microsoft office (word, access and excel) 

· Demonstrable experience in a similar administrative role.
· Experience of working in a customer service environment.
· Excellent communication skills, verbal and written.
· Ability to manage a complex workload and to work on own initiative without supervision and as part of a small dedicated team.
Desirable
· Knowledge and understanding of the arts and or voluntary sector will be advantageous but not essential.
Terms and Conditions of Service 

	Salary 
	 Salary Scale £18441-£19959  plus benefits 

	Hours 
	37.5 hrs per week 
Operating hours are 9am – 9pm, Monday – Saturday
(Administrators core hours are 9a.m to 5p.m Monday to Friday however evening and weekend work will be required in line with business demands)
Applications will be considered from individuals with a requirement for flexible hours

	Annual leave 
	24 days per annum and ten public and local holidays 

	Sick leave 
	Entitlement to Company Sick Pay (Accrued in line with length of service) and Statutory Sick Pay

	Criminal Convictions 
	The successful candidate’s appointment will be subject to a satisfactory Enhanced Disclosure certificate being issued by Disclosure Scotland (and/or similar document issued by relevant overseas authority).  Where the contents of a Disclosure certificate (and/or similar document) are not satisfactory, Project Ability reserve the right to withdraw the offer of employment or terminate employment. 

	Qualifications 
	Successful candidates will be required to produce original certificates for verification of qualifications.

	Eligibility to work 
in the UK 
	Successful candidates will be required to provide proof of their eligibility to work in the U.K.

	Probation 
	There is a probationary period of 6 months.  This is exempt from the disciplinary procedures.

	Notice 
	One month 
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