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Serving and Protecting Selsey’s Young People
Youth Dream (Selsey) Limited
Registered in England and Wales
Company Registration No. 8752886 Registered Charity No. 1155982

The Bridge Youth Support Centre

JOB DESCRIPTION

POST OF KEY WORKER – ADMINISTRATION OFFICER

JOB HOLDER:		
RESPONSIBLE TO:	
COMMENCEMENT 
DATE:				 

POST / PAYROLL 
NUMBER:			______________________________________




Registered Office:
Pheonix Accountants, Selsey Business centre, 3 The Bridleway, Selsey, PO20 0RS
Telephone 01243 608943 E-mail: thebridge@youthdream.co.uk

KEY WORKER – ADMINISTRATION OFFICER
RESPONSIBLE FOR
The post holder is responsible for the administration work of The Bridge including arranging appointments, accurate and confidential filing and minute taking.

AUTHORITY OVER
N/A

AUTHORITY TO LIAISE WITH
Clients of The Bridge
Pastoral staff of schools
Teaching staff of schools

MEETINGS TO BE ATTENDED ON A REGULAR BASIS
Team Meetings
Case Conference

MAIN ACTIVITIES OF POST HOLDER
1. To make and manage appointments for clients of The Bridge.

2. To manage the booking diary for The Bridge and other users of The Bridge.

3. To minute Team Meetings and Case Conference and any other meetings as required and distribute to attendees.

4. To accurately keep and file client records, ensuring all paperwork for each client is provided.

5. To liaise between schools and clients of The Bridge to ensure a smooth and effective service is delivered.

6. To carry out the administration work for the achievement and renewal of DBS of staff and volunteers.

7. To carry out the administration for the projects, services and activities organised by staff and volunteers.

8. To manage the LINK programme between Youth Dream and The Academy (Selsey) Ltd and support the LINK young person, with other member of staff in school and at The Bridge.

POLICY AND PROCEDURE ADHERENCE
The post holder will adhere to The Bridge’s policies and procedures and with particular regard to:

Clear Desk Policy
Code of Conduct Policy
Data Protection Policy
Equal Opportunities Policy
Health and Safety Policy
Sickness Absence Policy and Procedures
Smoking Policy
Staff Development and Appraisal Scheme Procedures
Training and Learning Policy

The post holder is expected to be aware of the Policies and Procedures of The Bridge Youth Support Centre and the Youth Dream Charity.

OTHER SUCH DUTIES AS MAY BE REQUIRED FROM TIME TO TIME WITHIN THE PAY LEVEL AND COMPETENCE OF THE POSTHOLDER
From time to time the post holder may be requested to undertake other such duties as may be required to meet the needs of the business.


DATE OF ISSUE:		___________________________________________________

SIGNED: (JOB HOLDER)	___________________________________________________

SIGNED: (MANAGER)		___________________________________________________
				(For and on behalf of Youth Dream and The Bridge Youth Support Centre)
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