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Community Action Derby

Job Description

Employment Programme Administration Officer 

Reports to:


Employment Programme Manager (EPM)

Hours:



37 per week.

Salary:


NJC Scale 5

Pension:
5% Employer’s contribution (increasing to 7.5% after one year’s service).

Job Summary: 
To assist in the development, provision, maintenance of effective administration and office systems to deliver contractual requirements.  



To support the EPM as required.



The EPAO will be an integral part of the delivery of employment programmes through the co-ordination of the administration functions supporting delivery.  The postholder will work closely with the Employment Programme Development Officer (EPDO).

Key Tasks and Responsibilities - Areas of Work:

1. Contract Compliance – development of administration systems  

a. With the EDPO, set up and implement administration systems for contract delivery,  monitoring and evaluating compliance with contracts 

b. With the EDPO, ensure appropriate quality systems are set up and adhered to.

c. Enter all necessary data information in adherence to Prime Contractor’s delivery model.

i. Administer customer tracking procedures with follow up phone calls, letters and questionnaires

ii. Maintain records of customers to the required standard, ensuring they are up to date and meet auditable requirements 

iii. Process travel payments and maintain documents for audit requirements.

iv. Contract reconciliation

v. Audit preparation

2. Administration

a. Co-ordinate the administration tasks of the team; ensuring work plans and tasks are clearly identified and work completed 

b. Undertake a range of administration work including word processing, photocopying, maintaining filing systems and database records.

c. Enter all claim information onto the systems to enable customer journeys and financial claims to be processed accurately and promptly.

d. Work with the EPDO to support new staff members and volunteers in answering administration related enquiries. 

3. Financial and outcome monitoring

a. To ensure the accurate and timely collating and processing of payments under the employment programmes.

b. In the absence of administration staff team, to enter payment information into the system.

c. To check travel and non-programme payments and provide reports to the EPM.

d. To produce regular reports to the EPM on contract performance as directed.

4. Support to the Employment Programme Manager 

a. Maintain electronic diaries and make appointments

b. Sort, date and prioritise all incoming mail, prepare outgoing mail and manage emails

c. Deal with internal and external telephone calls, taking action where necessary

d. Take responsibility for correspondence from the EPM, which includes drafting and typing of letters and reports

e. Organise and co-ordinate meetings, book rooms, arrange refreshments and prepare agendas

f. Attend meetings as minute taker when required

g. Maintain holiday records, arrange supervision meetings for the EPM with all staff members, co-ordinate absence information and maintain confidential files

h. Liaise with the Company HR Officer to support the EPM.

i. Liaise with other staff at all levels

j. Flexibility to work evenings as required

5. Staff responsibilities

a. Comply with all CAD policies and procedures, including Health and Safety and Equal Opportunities.

b. Engage in regular staff meetings.

c. Engage in CAD task groups, where appropriate.

d. Undertake training and personal development as appropriate.

e. Maintain awareness of developments around Welfare to Work, to ensure CAD management is aware of potential areas for service development.

f. Other duties appropriate to the nature and grade of this work as requested by the Line Manager.

g. Responsible for day-to-day supervision of trainee and junior admin staff.

Signed: …………………………………………………

Dated: …………………………….
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