	ARTLINK, Edinburgh and the Lothians

ADMINISTRATIVE ASSISTANT 

BACKGROUND INFORMATION

	Thank you for enquiring about the above vacancy. This is a temporary position due to the long term absence of our Administrative Coordinator. We are looking for interim administrative support for 12 hours per week ideally worked between the hours of 9.30am to 12.30pm Monday to Thursday (some flexibility on hours is possible). The initial contract will be for a minimum of six months. The post is based at the Artlink office in Spittal Street. 

Artlink is an arts organisation that supports the right of people with experience of disability to access the arts. Artlink believes that participation in the arts plays a significant role in achieving personal goals and social change. To achieve this aim Artlink operates a range of services in the community and hospitals of Edinburgh and the Lothians. For more information please explore our work at www.artlinkedinburgh.co.uk .

The Administrative Assistant will fulfil a range of specific task in general administration, record keeping, minuting of meetings, database management and occasional support for events.
Artlink is managed by a Board of Directors and is a charitable company limited by guarantee. The line management for the post holder is through the Director with support from the Bookkeeper. 

The Artlink office is open to users, volunteers, sessional artists, and the general public and can be a very lively and busy place!

To apply for this post write a letter of no more than 2 sides of A4 and send to Artlink, 13a Spittal Street, Edinburgh, EH3 9DY or submit electronically to applications@artlinkedinbrugh.co.uk . Please also enclose a CV including the names and contact details of 2 referees with your application.
THE CLOSING DATE FOR APPLICATIONS IS THE 31st of May 2018 by 5pm.

Interviews will take place the week commencing the 4th June 2018. 



	JOB DESCRIPTION

	POST TITLE:

	ADMINISTRATIVE ASSISTANT

	RESPONSIBLE FOR:

	Undertaking a range of clerical/administrative duties in support of the smooth running of the Artlink office.

	RESPONSIBLE TO:
	DIRECTOR

	FUNCTION OF THE POST:

	The Administrative Assistant is responsible for assisting in arrange of administrative tasks, record keeping, minuting of meetings, maintenance of databases and assisting in promotional activities. 

	SALARY:
	£ 10 per hour 

	HOURS:
	12 hours per week; ideally 9.30am till 12.30pm Monday to Thursday (some flexibility is possible).

	TERM:
	6 month contract initially.

	SPECIFIC RESPONSIBILITIES:

	· Making sure that the post in and out is overseen on a daily basis.

· Checking and responding to emails on a daily basis to the info@ address.
· Updating and maintaining Artlink mailing lists and databases. 
· Shared reception of callers - telephone and visitors to the office.

· Recording of incoming cheques/monies, banking and keeping a record of donations and assisting in responding to donations.
· Liaison with equipment providers, insurers, and building maintenance as and when required in collaboration with Bookkeeper. 

· Recording of absences, annual leave and sessional contracts in collaboration with Bookkeeper and Director.
· Ordering, storage and supply of office requisites stationary, equipment and arrange recycling uplifts.
· Sourcing and ordering of specific equipment in collaboration with programme staff as and when required. 

· Servicing Artlink Board meetings by circulating papers in advance and taking minutes, booking venue and making sure there are refreshments, etc. (Board Meetings commence 6.15pm so occasional evening work is required). 
· Supporting the organisation of events (booking venues, catering, etc.) in collaboration with Director when required. 
The above is not regarded as exclusive or exhaustive. From time to time it will be necessary to take on additional duties or duties different from those described above.



	PERSON SPECIFICATION

	ESSENTIAL SKILLS AND ABILITIES

	The ADMINISTRATIVE ASSISTANT is expected to:

· Knowledge and understanding of administrative procedures

· Experience of handling petty cash and recording of income/expenditure

· Experience of dealing with suppliers

· Have IT skills (word, excel, database and MailChimp)
· An interest in organisation of events

· Have organisational skills

· A commitment to equal opportunities

· Participate in personal and professional development



	QUALIFICATIONS/EDUCATION

	Relevant work experience is essential. Relevant further education qualifications would be an advantage.




