Business Administration Assistant
37 hours Term Time only plus 5 days
£24,700 full time equivalent salary £19,000 Pro rata Actual Salary 
 
Full job description
The Bungalow Partnership is a child and family therapeutic service and registered charity based in Middlesbrough. We are a small, friendly team with a big heart, wide reach and a busy office. 
We are looking for a proactive, organised, and efficient Business Administration Assistant to join us. You will work alongside our Business Manager, Deputy Director and Director, across a wide range of day-to-day tasks, supporting our team of therapists, children and families, and organisations which commission our services. If you are the kind of person who wants to make a difference to the lives of children, young people and families, and who thrives within a busy office environment, where everything we do is aimed at delivering a high-quality service for those we serve, then this role may be the one for you.

Key Duties and Responsibilities
General Administration
· Confident use of computerised systems for processing referrals, record keeping, and general office tasks.
· Carrying out general admin duties such as data input, organising documents and dealing with confidential information.
· Monitoring shared mailboxes and forwarding emails to relevant staff.
· Being the first point of contact and greeting service users, visitors, partners and funders as they visit the charity.
· Handle incoming and outgoing mail, respond to enquiries, and manage telephone calls.
· Taking accurate minutes and produce clear written notes for team meetings, Trustee Meetings and Contractor meetings.
· Help maintain and update the charities website and social media platforms.
· Any other reasonable duties in line with the post, including office cover and attending promotional events when required.
Data, Records and Compliance
· Maintain and update databases hosting referrals and client records, DBS and HR records (training will be provided). 
· Process and track DBS applications, maintaining accurate records and providing DBS authority to partnership schools and organisations when required.
· Support the internal case audit processes by maintaining accurate records and providing documentation as required.
· Keep organisational policies up to date and support the implementation of new ones.

Training events and Meetings
· Support the planning, coordination and organisation of our training offer, including managing and monitoring of training bookings. 
· Arrange team and trustee meetings including venue booking, invitations, agendas, minutes, and room management.
· Attend meetings, events and community activities as a representative of the charity when required. 

Safeguarding, Equality & Governance
· Work in line with the charity’s values, policies, and code of conduct at all times.
· Ensure confidentiality and data protection are maintained in accordance with GDPR and organisational policies.
· Promote equality, diversity, and inclusion in all aspects of work.
· Uphold safeguarding responsibilities and report concerns in line with organisational procedures.

What We Are Looking For 
Essential:
· Strong organisational skills and the ability to prioritise work effectively.
· Good verbal and written communication skills.
· Confident using the telephone in a professional setting.
· Confident in Microsoft Office 365 including Outlook, Word, Excel, and Teams.
· Experience using a CRM or database system.
· Comfortable with spreadsheets for data entry and record keeping.
· Accurate and reliable minute-taker and note-taker.
· Able to work both independently and within a team.
· Warm and professional approach to colleagues, visitors, young people, and partners.
. Confident using social media in a professional or organisational setting
· GDPR awareness and a strong sense of confidentiality
· Comfortable working in an environment where children and young people are present
· Full UK driving licence and access to a vehicle

Desirable
· Experience as an administrator or business support role, ideally within a charity or not for profit.
· Additional qualifications in IT, SharePoint and OneDrive experience.
· Financial software knowledge such as SAGE or similar.
· Experience in the charity, public, or third sector.
· Knowledge of safeguarding principles.

Working Hours
Our office operates Monday to Friday, 08:30 to 18:00. We need cover across this window so flexibility with early and late shifts is essential. Occasional weekend work may be required for events and activities.

Additional Requirements
An enhanced DBS check is required for this role.
As this role is a term time only (plus 5 days) role, it is expected that all holidays are taken outside of term time. 

