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Administrator: Job Description

Salary: £23,000 pro rata

Location: Mowll Street Business Centre, 11 Mowll Street, London SW9 6BG.

Role Specification:  The Music as Therapy International Administrator is a part-time role (16 hours per week).  The Administrator is responsible for all the charity’s administration at an organisational level, and in relation to specific projects, and provides support and guidance to all employees and freelance contractors with respect to administrative processes within the organisation.  The Administrator has additional responsibilities for fulfilling the charity’s governance needs and ensuring the organisation and its team members are compliant with the charity’s policies. The Administrator will work closely with the Director, the Trustees, the Fundraiser, the UK Programme Assistant, the Team Assistant and other relevant staff, freelance contractors and volunteers.    
Person Specification: 

	
	Essential
	Desirable

	Confidence and maturity
	(
	

	A positive outlook and a charitable mindset
	(
	

	Proven administrative experience, including financial administration
	(
	

	Proven ability to work independently and with a team
	(
	

	MS Office and Social Media proficient
	(
	

	Strong numeracy skills and accuracy
	(
	

	Clear communicator in written and spoken English
	(
	

	Strong proof reading skills
	(
	

	Proven excellent organisational skills
	(
	

	Strong attention to detail
	(
	

	Creative problem-solving skills
	(
	

	Willingness to learn
	(
	

	Reliable
	(
	

	An interest in overseas development
	
	(

	An interest in disability, vulnerable people and social care
	
	(

	An interest in music/music therapy
	
	(

	An understanding of charity reporting requirements and relevant laws (e.g. GDPR and Safeguarding)
	
	(

	Experience of using design software, preferably Quark Xpress
	
	(


Summary of Responsibilities:
1) Financial Administration

· To be responsible for fulfilling monthly PAYE

· To undertake monthly bookkeeping and work with the Director to reconcile monthly, quarterly, half yearly and annual accounts.

· Paying in cheques and maintaining the cashbook

· To oversee all payments made by the charity and to maintain the charity’s invoice/purchase ledger system

· To undertake Gift Aid administration
· To work with the Team Assistant on identified financial administration tasks
· To contribute to strategic planning with respect to financial matters
2) Governance and Compliance
· To ensure all financial administration complies with processes and reporting in place within the charity

· To draft papers for, take minutes at and co-ordinate Trustee meetings

· To work with the Director to review all charity policies on an annual basis, reflecting on relevant legal/practice changes, and reporting to the Trustees

· To work with the Director to review the organisation’s (and its employees’ and volunteers’) compliance against all policies on an annual basis and report to the Trustees

· To ensure all employees are aware of the existing policies and any changes to policies

· To support all employees with responsibility for volunteers, to ensure volunteers are able to adhere to our policies, and to work with the Director to monitor this
· To understand the charity’s insurance needs, working with the Director to review options and ensure there is no interruption to cover at any level

· To work with the Director to fulfil the charity’s obligations to the Charity Commission (e.g. filing of annual return and accounts, reporting significant incidents, updating contact details of Trustees and staff etc)

· To contribute to strategic planning with respect to governance
· To work with the UK Programmes Assistant and Team Assistant to ensure we hold all relevant documentation on file for our freelance workers and volunteers, including signed contracts, DBS checks and professional indemnity insurance
3) Fundraising and Donor Liaison

· To provide administrative support for in-house and external events

· To work with the Team Assistant to maintain and update the donor database

· To monitor all regular donations and notify the fundraiser of any changes to income from our regular donors

4) Corporate Administration

· To reinforce the charity’s ‘tone of voice’ in all written correspondence and communications more widely

· To work with the Fundraiser on the production of the charity’s Annual Report or similar publications
5) Project Specific Administration (Interactive Music-Making Programme)

· To provide ongoing administrative support to the Director, the UK Programmes Assistant, and  the Team Assistant in their work on all the charity’s projects, as required

· To work with the UK Programmes Assistant on the production of teaching materials and to provide administrative support to ensure the smooth running the Interactive Music-Making Course

6) Team Administration

· To share responsibility for office management, including stationery orders, other purchasing etc. with the Team Assistant
· To provide general administrative support to the Director, the UK Programmes Assistant, the Team Assistant and Fundraiser, as well as freelance workers and volunteers
· To contribute to strategic planning with respect to the charity’s administrative needs
7) Other
· Attending and contributing constructively to team meetings, Trustee Meetings (3 per year) and undertake any other reasonable tasks that support the smooth running of the charity.

· Fulfilling our requirements in terms of logging hours worked, leave taken etc. in compliance with our Managing your Time and Annual Leave policy.

· Participating in the charity’s employee review process.

· Contributing to our ethos of good will and peer support with the internal team, volunteers, Advisory Panel in their different strands of work.
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