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COMMUNITY ACTION

Employment Programme Administration Officer 

Summary of Service Conditions
1. Employment

You are employed by Community Action Derby but seconded to our trading arm, Community Enterprise Derby CIC.  The CIC owns the employment related contracts and its purpose is to support the Charity in its aims and objectives.

2. Salary

The salary scale is based on NJC Scale 5 currently £19,621 per annum.  There is a cost of living review payable from 1st April each year, subject to funding availability.

3. Pension

Community Action will pay up to 5% of your gross salary to the Pensions Trust, provided you match it.  After you have been in your post for twelve months, the pension contribution will increase to a maximum of 7.5% of your gross salary, again matching your contribution.  The level of pension contribution will be reviewed annually and is subject to funding availability.
4. Childcare Voucher Scheme

As an alternative to pension contribution, Community Action will pay up to 5% of your salary to the Childcare Voucher Scheme, rising to 7.5% after a years service, provided you match the contribution.  Childcare contributions will be paid in the form of vouchers administered by the Finance Team.  Vouchers will be purchased by Community Action in advance and given to employees along with their salary slips.  Employees may purchase additional vouchers over and above their matching contributions if they wish.  You may choose to take 3% as pension and 2% as Childcare Vouchers, but you cannot have the maximum contribution for both at the same time.

5. Accountability

You will report to the Employment Programme Manager who, in turn, reports to the Managing Director and through her to the Community Enterprise Board of Directors.
6. Duration

Your post is for an initial period to June 2011. 

7. Funding

Funding for this post comes mainly from our contract with InTraining Ltd to deliver the Community Taskforce Programme which is currently secured to June 2011.
8. Travel

A car is not essential for this post.  Staff travelling outside Derby are usually required to use public transport.  On an occasion when a car is essential, a mileage allowance will be paid (currently 38p per mile).  Employees using their car for Community Action business must ensure that their insurance covers this.  Staff who use bicycles for Community Action business are able to claim a mileage allowance (currently 22p per mile).  Should you use a private car to come to work, please note that parking is dependent on availability of a paid parking bay for staff at the Community Action building unless you are a disabled person.

9. Hours of Work

Full-time office hours are 7.5 hours daily within the range of 8.00am - 6.00pm Monday to Friday with at least half an hour for lunch, in accordance with the Community Action flexi-time policy.  This post is for 37hours per week.  Occasional evening and weekend work will be necessary.
10. Notice

One week during the first six months and one month thereafter.  Performance is assessed monthly in supervision during the first six months then six weekly.

11. Holidays

Full time staff initially receive 22 days’ paid holiday in a full year plus eight bank holidays plus four concessionary days.  

12. Sickness Absence

There is a paid sickness absence scheme for a limited period.

13. Healthsure Plan


Community Action will contribute to a Health Care Plan which provides money towards the cost of eye tests, dental work, health screening, physiotherapy, osteopathy, specialist consultations and more.  Employees can pay additional contributions to increase their cover and can include dependants in the scheme at an additional cost.  The rules of the scheme can be obtained from the Finance Officer.

14. Disclosures 

A Standard Criminal Records Bureau Disclosure check is required. Any offer of employment is subject to a satisfactory Disclosure report.  A criminal record will not necessarily stop the applicant from being offered the post.  The decision to offer the job will be made subject to the nature and date of the offence and any mitigating circumstances.

15. Smoking

No smoking is permitted in the Community Action office and site.

16. Voluntary Work

Staff must seek and obtain the Managing Director’s approval to serve on other voluntary organisations’ management committees in order to avoid conflicts of interest arising.

17. Other Paid Work

Staff must seek and obtain Managing Director’s approval before undertaking paid work for other voluntary organisations.

18. Start Date

As soon as possible.
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