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Surrey CVS/VC Network

Supporting all Councils for Voluntary Service and Volunteer Centres in Surrey
Registered Charity Number: 1120442
JOB DESCRIPTION

JOB TITLE:


Surrey CVS/VC Network Administrator

RESPONSIBLE TO:

Surrey CVS/VC Network Development Manager

SALARY:


NJC Scale 13 - £15, 291 (£8, 495 pro rata)
HOURS:
Part time - 20 hours per week with times to be agreed,  



flexibility essential

Travel:


Travel across Surrey as required for meetings
Location of Post:

Chertsey 


PURPOSE OF THE JOB:
The post holder will support the work of the Network Development Manager and the CVS/VC Network in Surrey.
· To provide administrative support to the Surrey CVS/VC Network Development Manager and the Network as required;

· To use a designated procedure for specific database updating in relation to volunteer related projects and the Network database project; 
· To support 6 Network Meetings per year, venue preparation, minute taking and anything else that is required;

· To support 6 Volunteer Centre Forums per year, venue preparation, minute taking and anything else that is required;

· To arrange Surrey CVS/VC Meetings, book rooms, etc.;

· To update Surrey CVS/VC Network website events page with dates of CVS and VC meetings, plus any Network members’ events/AGMs, etc;

· To research new updates and information for other Surrey CVS/VC Network website pages as directed by the Network Development Manager;

· To collect and collate volunteering statistics from the Volunteer Centres and provide volunteering statistics for the Surrey CVS/VC Network;

· To provide administrative support for Volunteering England’s Quality Accreditation ;

· To centrally file all Volunteering England’s Quality Accreditation documentation and evidence;

· To assist in Surrey CVS/VC Network events as appropriate;
· To maintain confidentiality at all times regarding Surrey CVS/VC Network business;

· To take part in team meetings, supervision and training opportunities as required and appropriate.
· To undertake any other tasks as may be reasonably requested by the Network Development Manager.
PERSON SPECIFICATION:
Essential Skills:
The successful candidate will:

· Have well developed administrative and organisational skills.

· Have experience of taking minutes of meetings.

· Have proven experience of planning, prioritising and carrying out work in a

flexible way.

· Have the ability to work alone and on own initiative and network/develop links 


with a wide range of individuals/organisations. 

· Have excellent communication skills, verbal and written.

· Have excellent numeric and literacy skills with a good eye for detail.

· Have well-developed skills to use commonly used IT software, e.g., Microsoft 

Word, Excel, Access.

· Have excellent interpersonal skills and the ability to work well as part of a 


small team.

· Have a sound commitment to equal opportunities, diversity and 


confidentiality.   

· Have a willingness to work flexibly including some unsocial hours.
· Hold a full driving licence and have the use of a vehicle for work purposes.

Desirable Skills:
In addition it would be helpful, but it is not essential, that the person will:
· Have experience in arranging meetings and events.

· Have experience of working with or within the Voluntary Sector.
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