Bristol Mind

Job Description
1 Job Details

Job Title:
Training Project Coordinator / Administrator (initially 1 year contract – to be reviewed)
Grade:
NJC scale point 26-28:  £23,398 -£24,964 pro rata 
(Depending on experience)

Hours:
12 hours per week (over 3 days)
Location: 
35 Old Market Street, Bristol BS2 0EZ


2 Job Purpose

To provide project co-ordination and administration for Bristol Minds Training Project. 
3 Accountability to
The Office Coordinator
4 Dimensions

a) Support the Training Project in the organising and scheduling of training courses, events and talks.
b) Facilitate good communication by email and by phone with clients and trainers to ensure all training is properly planned and co-ordinated. 
c) Provide financial administration including the raising of client invoices, reconciling paid invoices with bank statements, dealing with queries, and obtaining payments from overdue accounts.
d) Administration support e.g. ordering course materials, booking venues and equipment, photocopying, collecting and evaluating post course feedback, and producing reports.
e) Required to attend team meetings and occasional Bristol Mind staff meetings.
f) Be able to go out and represent the organisation. 
5 Key result areas

Providing administration in terms of: Training Project Administration 
Scheduling
Liaising with clients and trainers ensuring in-house & open courses are scheduled in a timely way.  Booking rooms, arranging catering and equipment as required ensuring the smooth running of courses.  Issuing client/trainer contracts, joining instructions and updating the on-line training calendar.
Organising & planning
Maintaining and creating on-line training files.  Ordering and maintaining stock levels of workbooks and hand-outs.  Ensuring training packs are prepared in advance of courses ready for trainers to collect.  Raising, logging and issuing invoices to clients.  Chasing outstanding invoices to ensure payments are received in a timely manner.
Monitoring 
Monitoring the training email inbox and responding promptly to requests for training.  Inputting course feedback & evaluations into Survey Monkey, producing reports as required.  Monitoring and reporting on training enquires.  Entering data on the training project spreadsheet whilst ensuring accuracy and attention to detail.

Promoting
Co-ordination of mailshots publicising the training project events.  Maintaining client contacts listing, researching useful areas for promotion.  Using social media including Twitter, LinkedIn & Facebook to promote the training project services.  Ensuring the training project website page is up to date. 
General Duties 
Scanning in documents, photocopying and dealing with correspondence.
6 Communication and working relationships

It is important that the post holder is confident in making and receiving telephone contact with a wide range of people and organisations, and can respond with tact and sensitivity where required.  The ability to develop cooperative working relationships with others both within Bristol Mind and externally is vital. 
7 Some of the most challenging aspects of the job

Making use of technology to ensure training administration systems and processes are efficient and effective. 

Seeking and completing funding applications in agreed timescales.
Chasing outstanding payments in a sensitive, persistent and solution focused way.
8 Commitment to Bristol Mind’s policies

The post-holder will be expected to adhere to the policies and procedures of Bristol Mind.
Person Specification
Knowledge, Skills and Experience required 

a) Administrative skills, experience of organising training or events would be an advantage 
b) Good motivation and ability to prioritise a variety of work.
c) Willingness to use initiative and to take a proactive approach.
d) Numeracy and literacy skills
e) Experience in using social media e.g. Twitter, LinkedIn, Facebook
f) Good knowledge of spreadsheets and database functions. 

g) Good communication skills, able to adjust approach to public sector and private sector.
h) Ability to learn and develop knowledge about all aspects of the training project work in order to answer enquiries.

i) Ability to plan and evaluate training courses.
j) Interest in mental health & wellbeing.
Desirable: Experience of completing funding applications.
This Job Description is subject to review and amendment in response to the changing needs of the organisation.
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APPLICATION FORM (Part 1)

	POST APPLIED FOR:
	


The first two pages will be detached on arrival and will not be seen by the Selection Panel unless you are invited to Interview.
Please complete in black ink or type.
	PERSONAL DETAILS

Full Name:                                                                                                Mr./Ms/Mrs./Miss/other.

Address: 

Email:

Post Code:

Tel. No. home:                                                 work:


	REFEREES 

Name: 

Address:

Email:

Tel no.:                                                Relationship to you:

Name:

Address:

Email:

Tel no.                                                 Relationship to you:




Are you related to anyone currently involved with Bristol Mind either paid staff, or a member of the Executive Management Committee?

Have you had any involvement with Bristol Mind in a paid or unpaid capacity?

	Bristol Mind believes that ex-offenders, like every other applicant, should be considered for paid/voluntary work on the basis of their commitment and ability to do the job.  However, paid and volunteer staff will be required to work with groups of people deemed vulnerable by the Rehabilitation of Offenders Act 1974.  Due to the nature of the job, this post is exempt from the Rehabilitation of Offenders Act 1974.
Do you have any criminal convictions, which you feel we need to know about?       YES / NO

Please declare all criminal convictions, which relate to the handling of finance, fraud, or thefts or crimes against persons.  This post is subject to an Enhanced Disclosure and Barring Service (DBS) check.



If called for interview, are there any access issues or other factors, which would ensure it is comfortable and accessible to you?

All the information I have given here is true.  I understand that if have made a false statement, any subsequent offer of, or contract of employment may be withdrawn.  I consent to the use of all this information for considering my application, and understand that:

· It will be treated confidentially at all times in accordance with the 1998 Data Protection Act

· If I am successful it will form part of my personnel records

· If I am unsuccessful the information will be destroyed after six months

Signed                                                                                            Date

APPLICATION FORM (Part 2)
	POST APPLIED FOR:
	


	CURRENT OR MOST RECENT PAID / UNPAID EMPLOYMENT

Employer

Address

Post Title

Key Duties / Responsibilities

Date started                                                          Period of notice required / Date finished




	QUALIFICATIONS & TRAINING RELEVANT TO THIS POST (most recent first)

	Subject
	Qualification
	Place of Training
	Dates



	PREVIOUS PAID / UNPAID EMPLOYMENT (most recent first)

	Employer Name & Address
	Post & Brief Outline of Duties
	Dates




	FURTHER INFORMATION 

Why you are interested in this post, and what skills and experience do you think you could bring to it?  Please tell us about any relevant experience you have acquired.  This may be from current or previous jobs, but also be from community/voluntary work, experiences gained in the home or through leisure interests.  Please address the Person Specification points in this section.  

FURTHER INFORMATION (continued)

Please continue on additional sheets if necessary.
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