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South Hams Council for Voluntary Service

The Cottage, Follaton House

Plymouth Road

Totnes

Devon

TQ9 5NE

T: 01803 862266

F: 01803 862230
Email: cvs@southhamscvs.org.uk

Website: www.southhamscvs.org.uk

Registered Charity No: 1049762

April 2007
Dear  Applicant
Thank you for contacting us to ask for information about the Administration Assistant vacancy.  You will find the following documents included in this pack:

· Background information about South Hams CVS (pages 2 -3)
· A job description and person specification  (pages 4-7)
· About our recruitment process (page 8)

· An application form (pages 9-13)
· An equal opportunities monitoring form (page 14)
If you require the information in an alternative format please contact via the details above.

**Please note the amendment to the pay scale that was advertised:  the actual pay will be scale 10 £13,014 pro rata (£5577 per annum based on 15 hours per week) NOT £13,404 pro rata as advertised.  
The closing date for applications is noon on Tuesday 29th May and we will need to receive your application on paper (CV’s will not be accepted).  Application forms and the equal opportunities monitoring sheet should be sent to the Chief Officer at:


South Hams CVS
The Cottage


Follaton House


Plymouth Road



Totnes



Devon 



TQ9 5NE

Interviews are currently planned for Tuesday 5th June and will be held at our office in Totnes.

If you have any questions about the process or would like an informal chat about the work involved with the post and South Hams CVS please contact us at the above office.

Yours sincerely

Laura Whitehead

Chief Officer

Enc.
Background information 

about South Hams CVS

South Hams CVS was established in 1995, to provide support for and reflect the needs of the local voluntary and community sector.  This sector is made up of a diversity of local voluntary organisations and community groups; who are involved with their own work whether at a neighbourhood, parish, town or District level; organisations that deliver services, advice or support to their community.    South Hams CVS also identifies unmet needs, shares information and acts as an effective liaison with statutory bodies such as South Hams District Council, Devon County Council and South Hams and West Devon Primary Care Trust and local Health Authority. This provides understanding, cooperation and joint working within the local voluntary and community sector, and between them and their statutory partners.                                                                                                                                                  

South Hams CVS is a member of the National Association of Voluntary and Community Action (NAVCA), and is a registered charity in its own right providing services in six core areas:
· Support - Advice and up-to-date information on all aspects of managing and development of voluntary and community organisations.  This includes funding, constitutions, charity law, employment law, business plans and volunteering.  Services also include discounted photocopying, meeting room and equipment hire, a comprehensive resource library, bi-monthly newsletters and the provision of training workshops.

· Representation – South Hams CVS helps to promote the local voluntary sector as a key partner in the process for social change by identifying and representing voluntary sector interests.  In providing a communication network such as the South Hams Voluntary Sector Forum, it enables views of voluntary organisations to be heard at policy and strategic planning levels within the district.

· Development – We encourage and assist the establishment of initiatives that address unmet need within the South Hams so as to broaden and strengthen voluntary activity within the community.  South Hams CVS supports innovation, good practice accountability, and initiatives which challenge inequality in local services.

· Liaison – We build bridges between the voluntary and statutory sectors that establish good relationships across organisations in each sector and by working in partnership with local groups, forums, regional and national networks, forge positive and productive partnerships.
· Strategic Partnerships – This involves direct engagement in strategic partnership bodies with statutory and other organisations in order to participate in decision-making processes.  South Hams CVS mainly engage themselves or enable the engagement of the local voluntary and community sector.  Strategic Partnerships may be sub regional, district wide or neighbourhood. They may be crosscutting or have a particular focus.
· Promoting Volunteering - We run South Hams Volunteer Centre. The Volunteer Centre arranges opportunities for volunteering with voluntary and community organisations. In addition, the Volunteer Centre provides advice, information and best practice for organisations which involve volunteers.
Our work is therefore different to many other voluntary and community groups in that we do not provide services to the public, but to other groups. In addition, we are a key player in the District in terms of strategic and partnership work to ensure that the role of the community and voluntary sector is maximised and heard. 

Voluntary and community organisations are those which are managed by an elected committee of volunteers. Many groups receive funding for their work from a wide range of sources including large charitable funders such as the Big Lottery Fund; other groups will have no or only small amounts of funding and rely entirely on volunteers to carry out their work. SHCVS receives its ‘core’ funding from our Service Level Agreement with the South Hams District Council, Devon Primary Care Trust, and Devon County Council and we also receive funding from various other sources. 

We are now seeking an Administration Assistant, which is a new post, who can assist with the delivery and development of effective office services to South Hams CVS.
Working at SHCVS:

SHCVS is a small but dynamic organisation and we are working in a very changing environment, which means that staff and management often have to respond to both internal and external changes, sometimes in a short timescale. As a result the pace can often be fast. However we have a relatively informal working environment and the building is a very friendly one. 
The Staff team consists of a Chief Officer, Groups Development Officer, Office and Information Services Manager and a Volunteer Centre Manager along with another projects staff member. 
Staff working at SHCVS have many opportunities to develop their skills and experience and need to be able to prioritise and manage their own workload on a day-to-day basis. All staff have a dedicated personal training budget. 
We are therefore looking for people who have a ‘can-do’ attitude and are able to find ways and means to undertake work when solutions may not always be initially obvious, and people who relish a busy working atmosphere. 

Terms and conditions:

· 20 days a year holiday plus public holidays (pro-rata for part time staff)

· We pay a 5% of salary contribution to a pension scheme if staff also pay 5% into the scheme.
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Job Description

Administration Assistant
15 hrs a week 

 Scale 10 pro rata £5577 pa (£ 13,014 full time)
Job Purpose: 

· To perform general administrative duties and provide support to the Office and Information Services Manager as required.
· To ensure that the CVS has effective administrative systems to support the work it provides to local organisations.
· Has a welcoming and well-run office and meeting space.
· Offers relevant and practical office based services.
Responsible to: Office and Information Services Manager.

___________________________________________________________________
Duties include: 

· Writing and dispatching routine or straightforward letters 

· Answering general queries by telephone 

· Photocopying documents 

· Sorting and opening post 

· Obtaining information from the computer 

· Maintaining records, filing systems and computer files 

· Ordering stationery 

· Assisting the Office and Information Services Manager as necessary 
· Welcoming visitors

· Assist with bookings for services and training and membership updates.
Role

As Administrative Assistant you will be expected to act as part of the South Hams CVS staff team and as such your job role may occasionally be altered to help others complete their duties. 
Your job is to perform administration and reception duties to enable the Office and Information Services Manager to concentrate on more complex administrative and financial tasks and to manage the Information Services of the organisation. 
Three hours of your working week will be to support the Volunteer Centre Coordinator with administration of a dedicated volunteering project which will involve data entry and liaison/communications with local organisations.

The post is for 15 hours per week in total, which can be worked over 3 or 4 days to suit the applicant between Monday and Thursday.  Our office opening hours are Monday – Friday 9am – 3pm.
_____________________________________________________________________________________________________
Supporting Local Voluntary and Community Action

South Hams Council for Voluntary Service, The Cottage, Follaton House, Plymouth Road, Totnes Devon TQ9 5NE. T: 01803 862266

F; 01803862230  E: cvs@southhamscvs.org.uk  Website: www.southhamscvs.org.uk.  Registered charity no. 1049762


03/2006
Person Specification – Administration Assistant
Equal Opportunities Statement:

All South Hams CVS employees are required to carry out the organisation’s equal opportunities polices at all times, both in terms of personal working methods and in terms of service delivery.
	Criteria
	Essential
	Desirable
	How assessed

	1. Skills/abilities
	Keyboard skills, word processing, spreadsheets, data input, email and internet.
Excellent communication skills (written and verbal) in dealing with people at all levels.

Accuracy.

Ability to adjust to changing priorities effectively. 

Effective interpersonal skills across all levels. 

A diplomatic telephone manner in handling enquires from the general public 

Ability to cope during busy periods, and to make constructive use of quieter periods 

Ability to be a proactive member of a team in a shared office
Willing and able to take management instruction

Ability to prioritise own work and to work on own initiative with little direct supervision


	Ability to use computers and photocopiers.

Computer literate
Telephone / customer skills
	 

Application Form
Application Form, test

	2. Knowledge
	Knowledge of office systems.

Knowledge or experience of local voluntary or community organisations
	Previous knowledge of office systems and voluntary sector
	Application Form, interview

	3. Experience
	Minimum of one year's office / administration experience
	
	Application Form, interview

	4. Other requirements
	
	Happy to work in a small team.

Able and willing to work very occasional unsocial hours and outside normal office hours as required by the post.

Good sense of humour.


	


SHCVS 05/2007
About our recruitment process

The person specification:

Our application process is based entirely on the person specification which is contained in the information about the particular post you are interested in. It is therefore very important that you read this document to see how you feel you meet the requirements we feel are needed to enable someone to meet the job profile.

The application form:

The form has been designed to be as easy to complete as possible. Therefore please ensure you read all the instructions and provide all the information requested. 
Please feel free to recreate the form on a computer if you prefer, but try and keep the spaces allocated to a similar amount and provide the information requested. (Or email us at cvs@southhamscvs.org.uk for a form to be sent by email as a word/text document) If you are hand writing the form, please do so in black ink and write as clearly as possible. 

If you attach additional pages please write your name on each additional page. Do not include a CV, as these will not be considered as part of the process.

Shortlisting: 

When shortlisting, we will go through the specification and look at all the criteria listed as being identified in the application form to see whether you can show you meet them. It is therefore useful to give as much information as you can within the 

space allocated. 
For example, if the spec says ‘Experience of preparing accounts’ please do not just say something like ‘I can prepare accounts’ but rather ‘I have experience of preparing accounts having been responsible for preparing the books for ABC Community Association for 3 
years. This work included preparing the budgets, undertaking all the 

bookkeeping, producing regular reports of our income and expenses against the 
budget for the management committee, liaison with the Auditor and presenting the audited accounts to the committee’. 

Your application form may ask specific questions. If it does not, it would be most useful if in your supporting statement you could go through each criteria in the specification listed as being identified on the application form in turn. Many people actually use the criteria as headings and provide a paragraph or two about each one. 

Interview:

Again at interview we will use the same process and our interview will be geared to seeing how we feel each candidate meets the person specification. For some posts we may ask candidates to give a presentation or to undertake an active task at the interview, or there may be a short test or some pre-interview work. If this is the case we will tell you about this when we invite you to interview. 

References:

If you are happy for us to do so we may take up references prior to interview – the form asks you to let us know whether this is the case. Any offer of employment is subject to our receiving satisfactory references.

Unpaid work:

Please remember that unpaid work experience can be as important as paid work experience. For that reason we include a specific section for this.

Application form

PRIVATE 
Post -   Administration Assistant
Please complete in black ink or typescript. The application form is available in a variety of formats and also available via email (cvs@southhamscvs.org.uk). You may retype or word process this form if you prefer, provided you include all of the information requested in a similar format. All information requested should be entered on this form and you may provide additional sheets if necessary (CV’s will be discarded). ______________________________________________________________________

Surname:





Initials or name:

Address: 

Postcode:

Telephone No: (day)



(evening)

______________________________________________________________________

Names, addresses and telephone numbers of two referees.  At least one should be a present employer or most recent employer.  Please indicate in what capacity you know the referee.

1.
Name:




2.
Name:

Address:





Address:


Tel. No:





Tel. No:


Job Title:





Job Title:


Capacity as Referee:



Capacity as Referee:

Can the referee be contacted before interview?

Yes
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No
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Yes
[image: image3.wmf]
No
[image: image4.wmf]
References from shortlisted candidates may be taken up prior to interview. We will not approach referees before interview without your permission.

Employment

Please list all jobs in date order, ending with your most recent job.

Dates

Name & address of

Position held


Reason for 




employer


or summary of

leaving







duties

______________________________________________________________________

Salary in current or most recent job:

When could you take up this appointment at South Hams CVS?  

Relevant education and training

Dates


School/College

Certificates, diplomas,




University/Training

degrees and other qualifications and 




Agency


courses undertaken

______________________________________________________________________

______________________________________________________________________

Spare time interests and voluntary activity

Information to support your application

Please tell us why you are applying for this position – what motivates you, what particular skills and experience you bring. Please ensure that you address the factors outlined in the job description and person specification.

You may continue on a separate sheet if necessary.

Please tick (() in the box if you consider that you are a disabled person as defined by the Disability Discrimination Act. 







      [image: image5.wmf]
I confirm that to the best of my knowledge the information given on this form is true and correct and can be treated as part of any subsequent Contract of Employment.

Signature:






Date:

______________________________________________________________________

South Hams CVS has a data protection policy and procedures to ensure that it follows best practice and complies with legislation in its use of data. The information given on this form will be used only by those involved in the recruitment process and should you be successful it will be kept on your personnel file. Otherwise the information will be destroyed within 2 years. We will treat your completion of this form as consent for the information to be used in this way.

Please return this form no later than 12.00 noon on Tuesday 29th May 2007 to:

Laura Whitehead, Chief Officer

South Hams CVS

Follaton House

Plymouth Road

Totnes

Devon

TQ9 5NE

May 2007
End of Application Form

	South Hams Council for Voluntary Service
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Equal opportunities monitoring form

Post: __________________________
The purpose of this form is to help us monitor the effectiveness of our equal opportunities policy. The information given will be treated in confidence.

We will code this form so that it can be related back to your application form. This allows us to compare statistics for shortlisted candidates with statistics for candidates who were not shortlisted. The form will be detached from the application form and will not be used in short-listing or in the final selection process.

If you do not wish to give any of this information you can leave the section blank.  We would be grateful if you would return the form with your application form even if you choose not to complete it.

Where did you see the post advertised:____________________________________

Are you: 

Male
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Female
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Would you describe yourself as:
How old are you:

Gay man
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25 years and under
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Lesbian
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26 - 40 years
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Bisexual
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41 - 55 years
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Heterosexual

[image: image15.wmf]


56 years and over
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Would you describe yourself as:
and:

Black
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African
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White
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Asian
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Caribbean
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European


[image: image22.wmf]






Other (please specify):__________________ 

Would you describe yourself as having a disability? (please specify):

