ADMINISTRATOR

Job Description

Post Title: Powys Arts Forum Administrator (self – employed)
Location: Working from home

Payscale:   £12 per hour

Full-time/ part-time: part-time (max 20 hours per month)
Main Purpose of Post:  

To support the Treasurer and the Chairperson by completing administration tasks as listed below:
1. Finance: bank cheques, send out invoices, pay bills and keep records of income and expenditure, prepare income and expenditure reports for board meetings and assist with the preparation of year end accounts for inspection; supply final figures for funders; keep petty cash float for stamps etc; reconcile Paypal payments with membership lists
2. Membership. Ensure membership list is up to date when members join/re-join; remind existing members that membership is due

3. Website Read e-mails for the Forum and respond if appropriate or forward to the relevant trustee or chair. Check the website for out of date information and delete or update; check search engine rankings

4. Admin Arrange and minute meetings, distribute minutes, arrange AGM, arrange for translation of documents, assist with other administration tasks at the discretion of the Chairperson and Treasurer

The successful applicant will need to have access to broadband, to be confident with the use of internet and e-mail and have experience of using Microsoft Office Applications, particularly Word and Excel. The ability to use and maintain spreadsheets will be essential to the position.
In addition, training will be given on using the content management system for the Forum’s websites if necessary.

Ability to speak Welsh would be useful but is not essential. The ability to travel to meetings in different parts of the county is essential. Mileage will be paid at 44p per mile and all out of pocket expenses reimbursed. 

Payment will be made by submission of a monthly timesheet to the Treasurer.

Deadline for Applications:  Please submit a brief CV by attachment to your e-mail to admin@powysartsforum.org.uk by 27th January 2012. We would like the person appointed to be available to attend the next Board Meeting of the Forum on 7th February 2012. 

