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Job Title 			Community Action Administrator			
Responsible to		Director of Data and Delivery
Location	Eastbourne with some travel across East Sussex and hybrid working. 
Salary			NJC Scale Point 10 - £27,694
Hours per week		37
Pension			4% employer contribution
Holiday			25 days plus statutory holidays 
Contract			12 months fixed term

1 About Community Action
2 Purpose of the role 
3 Responsibilities and Duties
4 Person Specification

1
About Community Action
We are the Local Infrastructure Organisation for Eastbourne, Lewes and Wealden. We enable and support community groups, voluntary organisations and individuals across East Sussex, to improve quality of life and equality of opportunity for everyone. We represent and advocate for the voluntary and community sector with local government and other statutory authorities.

2
Community Action Administrator
The Community Action Administrator will provide essential operational resources to support the Data and Delivery Team (3 days) and colleagues working in Community Development (1 day), particularly in supporting resources for the Eastbourne Integrated Community Team (1 day).

3
Key Responsibilities and Duties
· Business Support		Answering phone calls, handling emails
· Data Management: 	Updating, storing, and retrieving information (both digital 
and paper-based) whilst adhering to GDPR and data protection guidelines. Publishing news alerts and updating the organisations website.
· Scheduling		Managing diaries, coordinating appointments, arranging 
meetings, booking travel and accommodation
· Documentation		Typing letters, drafting reports, creating invoices, taking 
minutes in meetings
· Logistics and Supplies	Ordering office supplies, managing inventory liaising with
contractors or suppliers
· Delivery Assistance	Supporting colleagues by managing admin and resource
Matters



4
Key Skills and Qualifications
· IT				Competence in Microsoft Office (Word, Excel, Outlook) 
and database management
· Communication		Clear written and verbal communication for working
with clients and colleagues.  
Comfortable working with service users, partners and team members
· Organisation		Strong organisational and multitasking abilities to efficiently
prioritise and schedule tasks
· Attention to Detail		Accuracy in data entry and proofreading documents

Person Specification
	Criteria
	Essential
	Desirable

	Knowledge
	Good understanding of administrative processes; confident user of Microsoft Office; understanding of data entry and record-keeping; basic understanding of website/content management systems.
	Familiarity with CRM systems 

	Experience
	Experience providing administrative support; managing inboxes; processing applications; updating databases; working in a customer-facing or communications environment.
	Experience within the VCSE sector; digital communications or website editing experience.

	Skills/Abilities
	Strong organisational skills; excellent written and verbal communication; accuracy and attention to detail; ability to prioritise competing tasks; able to work independently and as part of a team.
	Ability to analyse data and reports.

	Personal Qualities
	Reliable, proactive, customer-focused, adaptable, committed to equality and inclusion.
	

	Qualifications
	Maths and English GCSE (or equivalent).
	Business administration or IT-related qualification
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