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Role Description – Volunteers Administrator 
	Role title
	Volunteers Administrator
	Grade
	1
	Department
	Membership

	Reports to (1)
	Branches Manager
	Direct reports (1)
	None

	Key relationships / interfaces (1)
	Internal: 
	Volunteers team, specifically Volunteers Co-ordinator and Branches Manager, Service Delivery, Finance and Marketing

	
	External:
	Volunteer Committees, External suppliers, APM members, APM customers

	Role purpose (2)


	The Volunteers Administrator role will provide direct support to the Volunteer Co-ordinator role to complete APM Branch activities (including CPD events).  This role will involve working alongside APM Volunteers to complete the designed Branch business plans in line with the APM strategy

	Breadth of responsibility (3)


	To provide support to the Branches Manager and Volunteers Co-ordinator in providing proactive regular communications and administrative support for the team and for the volunteer groups.

	Dimensions and limits of authority (4)


	Post holder has limited authority to incur expenditure.


	Key responsibilities / accountabilities (5)

	Key performance measures (6)

	· Support the organisation of events and webinars.  This could include speaker liaison, venue sourcing and venue liaison to ensure the smooth running of the event.  Preparation of event materials. Administration of post event feedback, content on website, CPD certificates etc.

	· Delivery of evening events/webinars as agreed with the Co-ordinator, including on occasions on-site attendance.
· Keeping the event master spreadsheet up to date

· Raising of accurate purchase orders before expenditure is committed to. 

· Delegate and volunteer feedback

· Accurate administration of event attendances and post event processes

	· Provide support to Volunteer groups as required.  This may include arrangement of committee meeting rooms/on line meetings/hotel accommodation, attendance at meetings on occasions.  Processing of expenses, badge ordering, updates on website, Pro8, and Projectplace and production of newsletters.

	· Feedback from volunteers
· Effectiveness of newsletters

	· Publicise events programme as agreed with the Co-ordinator.  This includes preparation and sending out of flyers via the relevant bulk emailing system, and using social media.

	· Successful accurate timely publication of events. 
· Increasing numbers of delegates attending events


Person Specification – Volunteers Administrator
	Attribute
	Description


	Essential / desirable

	Qualifications (7)
	· Educated to GCSE Level or equivalent

	· Essential

	Experience (8)
	· Experience in a role involving communication with professionals

	· Desirable

	Knowledge
	· Good working knowledge of IT software including Word, Excel, Outlook (e-mail) and Internet Explorer. 
· Good working knowledge of databases/CRM, ideally Pro8.
	· Essential

	Skills
	· Confident telephone communicator 

· Excellent communication skills – written and verbal

· Organised and efficient

· Ability to prioritise 


	· Essential

· Essential

· Essential

· Essential

	Behaviour / competency (9)
	· Communication skills

· Concern for accuracy

· Initiative and proactivity

· Interpersonal skills

· Planning and organising
	· Essential

· Essential

· Essential

· Essential

· Essential
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