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JOB DESCRIPTION

	Job Position
	Administration Support 

	Job Pay Status
	TBA

	Opportunity
	To work in a new era music and media company with prospects of gaining sponsorship for a long term job position

	Hours of Work
	TBA

	Annual Leave
	N/A


Job Specification Outline: -
· To give active support to the CEO
· To execute work set by the CEO
· To collect and log all staff/volunteer and department reports and produce them in the format and at the times requested by the CEO
· When instructed, to manage receipt compiling and produce them in the format and at the times requested by the CEO or PM (Programmes Manager)
· When requested, to answer phones and take messages

· When instructed, to build databases 

· When instructed, to carry out research

· To attend team meetings and take minutes
· To answer phones/take messages

· Filing documents
· To complete minutes and distribute them to meetings’ attendees and relevant people by the agreed times

· To seek and engage in further personal development and training

· To keep a personal report diary of all work and produce this in the format and at the times requested by the CEO or PM
· To be an executive in the company’s health and safety structure

· When authorised by the CEO, to support staff/volunteers who are delivering activities

· When authorised by the CEO, to support service users (young people)
· To present a working plan to the CEO of how you will manage and deliver the above
Skills/Qualifications required to do job

· At least 1 year experience working in administration or an office
· A recognised qualification/certificate in administration or office work
· At least 1 year experience in project facilitating (training will be given)
· Significant past achievements in working/learning career 

Personal Job Requirements
· You must have a cleared, enhanced CRB check which is approved by the Lambeth Safeguarding Authority before you can begin work

· You must attend regular training in safeguarding

Job Specification Details
General responsibilities 
· To work closely with the CEO to provide leadership to Code 7 and to take responsibility for its management and administration within the strategic and accountability frameworks established by the Board of Trustees.
· Work to help develop Code 7 to be the main strategic organisation in Lambeth promoting human rights and equalities for young people who are hard to reach and hard to engage through the following activities:

· mentoring

· counselling

· training

· stress management

· musical activities

· performing arts

· IT

· Literacy  and numeracy

· DJing

· DVD Mixing
Working with the CEO and PM
Specific duties include: 

· Realising and working with the knowledge that the CEO is your main point of contact
· All work delegated to you must be approved by the CEO
· Reporting all to the CEO
· Writing plans
· Taking minutes of meetings and producing them to the parties
· Learning how to write policies and fund raising applications

Person Specification 

Essentials 
· Commitment to the organisation’s vision, values and mission 

· Personal integrity and credibility 

· Commitment to self-development 

· Dedication to developing the organisation 

· An expert at understanding and working with volatile youth

· An outstanding knowledge of the human rights agenda and social justice system pertaining to young people who are NEET

· educational policy and information

· excellent at counselling

· advice and guidance

· administration within the voluntary sector

· excellent management; presentational and teaching skills; 

· successes in fundraising from both Government and charitable sources

· innovative counsellor and problem-solver
Personal qualities
· Charisma
· Tact 

· Responsiveness 

· Realism
· Honesty
· Enthusiasm
· Ability to work on your own initiative 


Specific abilities 
· Financial and management skills 

· Equalities and Human Rights knowledge 

· Excellent communication and people skills 

· Ability to build networks and make connections 

· Strategic orientation 

· Ability to take the lead 

· Team player 

Desirable  
· Knowledge of community legal aid service
· Experience of local strategic partnerships
· Experience of the work of the Equality and Human Rights Commission
· Experience of the former Commission for Racial Equality

· Experience of London Borough of Lambeth diverse communities

Compensation: Travel Expenses on the companies business will be paid.

Please write to the Code 7 CEO at Code 7 Ltd, 44-46 Offley Road, Oval, London SW9 0LS or send an email to info@code7music.co.uk to request an application form. 
Closing date for applications: Wednesday 3rd March 2010
Interviews to be held on: Friday 5thMarch 2010
Job Starting Date: Monday 8th March 2010
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