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Job title: Admin Assistant
Salary:  Meets National Living/Minimum Wage depending on age and experience. 
Contract:  20 hours per week (working between 3-5 days per week preferred but negotiable). Fixed term contract for one year in the first instance (extension subject to funding arrangements)
Office Base:  Central Stafford
“Can’t recommend it highly enough, it boosted my confidence, I never would have had the opportunities I had without it, I would recommend it to shy people, it’s encouraging not forcing – so people are more likely to give it a go.” (Beneficiary of Make Some Noise)
If you like the idea of being part of a charity that is making a huge difference to the lives of children and young people, then please read on.

Make Some Noise is excited to offer a brand new role to support our busy team and growing charity.  You will work alongside the Administrator to support all office-based and project-based staff in areas of office/project administration.  This includes being the first point of contact for any queries, drafting letters and coordinating mailouts, preparing invoices, entering data on our databases to generate statistical reports and general administration duties when necessary to support all staff.
Make Some Noise is highly regarded for its work with children, young people and families, regularly contributes to strategic development on a local and regional scale.  Predominantly working with organisations across Staffordshire & Stoke on Trent, we’re interested in challenging perceptions and offering new ways to move lives beyond disadvantage through music.
Following 15 incredibly successful years, Make Some Noise is venturing into a very exciting period of innovation and growth.  Every one of our projects pushes creative limits and strives to give new meaning to learning through music. 

We are looking for someone who can help us reach our four goals, which are:

· Inclusive in all we do

· Agile and responsive to the needs of beneficiaries

· Fundraising success to ensure ongoing sustainability

· Stability through strategic growth and effective partnerships

Equal Opportunities Policy Statement

It is our intention to provide equal opportunities for employment and in all matters with regard to the services which we provide.  

We will deal with all persons, whether members of staff, volunteers, trustees, contracted freelance workers or clients or other people with whom we have contact, with the same attention, courtesy and consideration, regardless of race, colour, ethnic or national origin, sex, religion, disability, sexual orientation or age.

HOW TO APPLY

	For more information about the organisation, please visit the MSN website:
http://www.make-some-noise.com/
Closing date:  8am Tuesday 28th March 2017.  Please note applications received after this time will not be considered.

Interviews: Tuesday 4th and Wednesday 5th April 2017
Please send both of the following documents (preferably by email) to helen@make-some-noise.com
1
a covering letter

2
completed application form
Please note:

Applications without a completed application form will not be considered
Thank you for your interest. We look forward to receiving your application.  As we are a small team, Make Some Noise is not able to respond to each applicant individually; therefore, if you are not invited to an interview by 4pm Wednesday 29 March 2017, then unfortunately you have not been shortlisted.  

If you have any questions about the role please email info@make-some-noise.com



ABOUT MAKE SOME NOISE
Our Vision:  That lives are enhanced by opportunities to make music
Our Mission:  We use inclusive music making as a catalyst for positive change for those dealing with challenging circumstances, living in areas of economic disadvantage or rural isolation.

Our core business falls into three main strands of activity:

Inclusive Music Making:  We make it happen for everyone
Delivering inclusive, innovative and ground-breaking music projects to improve opportunities in our beneficiaries’ lives.
Training and Development: We develop the capacity in others to provide inclusive music making opportunities
Providing training and networking events to support music organisations, musicleaders, volunteers, beneficiaries, ensuring quality provision and professionalism of the sector.

Information and Advocacy:  Sharing best practice and working with others to champion the positive impact of inclusive music making
Using our knowledge and expertise to lead by example, developing and promoting best practice across the sector and advocating to decision-makers.

Our Company Values:  Professionalism, Ingenuity, Inclusivity & Fun

Background

Make Some Noise was established in 2001 and managed for the first 8 years by a consortium of partners led by Staffordshire County Council.  Make Some Noise launched as an independent charity and company limited by guarantee in April 2009.

Make Some Noise is now governed by an independent Board of 8 Trustees and managed by a growing staff team comprising of:

Organisational Structure: 



JOB DESCRIPTION

Job Title:  Admin Assistant
Reporting to:  Administrator

Purpose:

To work under the direction and guidance of the Administrator to support all office-based and project-based staff in areas of office/project administration.  

Responsibilities, Duties and Tasks:

· Provide an efficient and welcoming reception to callers to the office
· Answer and respond to telephone and electronic enquiries and to take and relay messages

· Collection, recording, distribution and despatch of mail

· Accurate and timely entry processing of monitoring and evaluation data: assisting staff to ensure team have submitted relevant documentation within specified timescales

· Collate and present data relating to service activities to assist the Chief Executive Officer and Programme Development Officers with submission of reports
· Visits to sessions in order to assist with completion of monitoring documentation where necessary

· Assist with the storage and monitoring of equipment including maintaining the online database of musical and technical equipment
· Assist staff with monitoring of office storeroom, office consumables.
· Production of a variety of documents (eg posters, flyers letters, presentations, minutes, reports)
· Assist with the processing of invoices and other financial tasks such as monitoring budgets for individual programmes

· Prepare expenses claim form on behalf of the Chief Executive Officer monthly
· Assist with preparation and processing of contracts relating to programme delivery

· Attendance at meetings and minute taking when required

· Assist with tasks related to the organisation and running of sessions, events and meetings

· Assist staff with preparation of various project related documents (eg posters, signage, letters, minutes, reports)
· Assist staff with bulk copying and scanning

General:

· Ongoing implementation of Company policies including health and safety, safeguarding, data protection, employment and equal opportunities

· Carrying out any other duties as may be required by the Administrator and/or Chief Executive Officer and be reasonable and necessary for the proper conduct of the Company’s business.

PERSON SPECIFICATION
Job Title:  Admin Assistant
QUALIFICATIONS/TRAINING
It is essential that the postholder has:

· NVQ2 Business and Administration or equivalent qualification and/or relevant experience

· A good standard of education including English Language and mathematics

· A good standard of typing / word processing.

EXPERIENCE/KNOWLEDGE

It is essential that the postholder has:

· Significant experience of working in a general clerical / administrative role including the production of correspondence, reports, filing, document copying and scanning
· Significant experience of working with the minimum of supervision and with initiative

· Experience of data entry / working with databases

· Experience in using and developing existing systems and processes
· Experience of working as a flexible and collaborative member of a small staff team
· Experience of producing statistical information

· Experience of telephone and reception work

· A high standard of working knowledge of a wide range of IT software (we currently use Microsoft Word, Excel, PowerPoint, Outlook, Google Drive, Survey Monkey, Substance Views, Sage, Docusign, Atlantic Data (online DBS) etc).
It is desirable that the postholder has:

· Experience of processing invoices/financial processes/sage software
· Knowledge of Health & Safety issues

· Experience of minute taking

· Experience of using social media in the workplace (HootSuite, Facebook, Twitter etc)
SKILLS AND ABILITIES
It is essential that the postholder has/is:

· To be committed to safe guarding and promoting the welfare of children and young people/vulnerable adults.

· An ability to communicate effectively with a wide range of people, service users and other agencies

· Word processing and typing skills

· Excellent organisational skills, including the ability to use own initiative and be proactive in the management of own workload
· An ability to work effectively in a busy environment with regular interruptions and changing priorities
· Ability to produce work of high quality

· Methodical with good attention to detail

· Ability to meet deadlines

· Committed to continuous professional development of self and others by keeping up to date, sharing knowledge, encouraging new ideas, seeking new opportunities and challenges and is open to ideas and developing new skills
· Ability to work weekends and evenings if required.
It is desirable that the postholder has:

· An enthusiasm for music and broad interests in the arts and young people’s culture

· Interest in working in a service which deals with children and young people
· A clean driving licence and use of a car.
The above attributes will be considered through Application Form Interview and Tests.
We offer a competitive package which includes:

· Flexible working arrangements

· 28 days holiday – pro rata (including statutory bank holidays)

· Matched up to 6% employer contribution into our workplace pension scheme
· A commitment to your continuing professional development

· Access to shared free secure parking close to offices (subject to availability)
APPLICATION FORM

By completing and submitting this application form and any related documents you are consenting to us processing such data for personnel management and administrative purposes in accordance with Data Protection legislation.

	Position applied for:    Admin Assistant


Personal Details
Please only provide information for where we are free to contact you.

	Your name
	

	Address
	

	Post code
	

	Telephone
	Home:  
Mobile:  

	Email
	

	National Insurance No.
	

	Date of Birth
	

	Do you consider yourself to have a disability?     
	Yes / No*

	If you have a disability are there any arrangements which we can make for you if you are called for interview?                                                                       
	Yes / No*


	If yes, please outline your requirements:  

	Do you hold a full driving licence?
	Yes / No*

	Do you have daily use of a vehicle?
	Yes / No*

	Where did you hear about this vacancy?


	Are you eligible to work in the UK?

All applicants will be asked to produce relevant documentation
	YES / NO*


	Have you ever been subject to disciplinary proceedings
	Yes / No*


*Please delete as appropriate
Experience – Present / Most Recent employment

	Job title
	

	Employer
	

	Address


	

	Telephone
	

	Date appointed
	
	Date left 

(if relevant)
	

	Main activities / achievements of this job
	

	Reason for seeking other employment/

Leaving
	

	Present salary or fee income
	

	Notice required – if applicable
	

	Have you ever been subject to Disciplinary Proceedings?
	Yes / No*

	If yes, please indicate the outcome




Previous employment – If necessary please provide details of additional employers on a separate sheet

	Job title
	

	Employer
	

	Address
	

	Telephone
	

	Main activities / achievements of this job
	

	Date appointed
	
	Date of Leaving
	

	Reason for leaving
	


	Job title
	

	Employer
	

	Address
	

	Telephone
	

	Main activities / achievements of this job
	

	Date appointed
	
	Date of Leaving
	

	Reason for leaving
	


	Job title
	

	Employer
	

	Address
	

	Telephone
	

	Main activities / achievements of this job
	

	Date appointed
	
	Date of Leaving
	

	Reason for leaving
	


Education
Please enter your most recent School/College/University first

	From
	To
	Name of School/College University

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Educational / Professional / Vocational Qualifications

	Year
	Subject
	Qualification Level
	Grade Attained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Other Training

	Date
	Details

	
	

	
	

	
	

	
	


Membership of Professional Bodies / Institutions

	

	

	

	

	


Supporting information

	Using the job description and person specification as a guide please give examples of your abilities and experience which you believe make you a suitable candidate for this position.  Use extra sheets if necessary.

	

	


Sickness Absence Details

	Number of days:
	

	Number of periods:
	

	Reason(s) for Absence(s)




· Please note that in accordance with the Data Protection Act 1998, all sensitive personal information given will be used in connection with this application process only.  Please give details of sickness absence during the last 24 months

· Please note that for the successful candidate the information supplied regarding sickness absence will be verified with their previous employer.

References

Please list two people whom we may approach for professional references.  One of these should be your current or most recent employer
	Referee 1:

	Name:
	

	Position:
	

	Organisation:
	

	Address:
	

	Telephone:
	

	Email:
	

	Capacity in which they know you
	

	May we contact this referee before interview?
	Yes / No


	Referee 2:

	Name:
	

	Position:
	

	Organisation:
	

	Address:
	

	Telephone:
	

	Email:
	

	Capacity in which they know you
	

	May we contact this referee before interview?
	Yes / No


Make Some Noise will take up references, after an offer has been accepted, with any or all of your previous employers.

Declaration

	I confirm that the information contained in this application form is correct and that I have not omitted any relevant details.

	Signature
	
	Date
	


When completed please return this form to:  Helen@make-some-noise.com 

Please note that this is legally binding document and to knowingly provide false or deliberately misleading information may lead to disciplinary action being taken, up to and including dismissal, at any time after an appointment is made.
GUIDANCE FOR APPLICANTS

At Make Some Noise (MSN) we take our responsibilities to our participants very seriously and, therefore, undertake the most stringent safeguarding process of our team.  

An Enhanced DBS (with barring) check will be required for any roles which:

· Involve working directly with children/young people or vulnerable adults

· Involve line managing those working directly with children/young people or vulnerable adults

· Meet the prevailing legal criteria

The stages in our application and safeguarding process are as follows:

	APPLICATION

	Application Form

A fully completed application form must be submitted for consideration – a CV alone will not be accepted:

· There is opportunity within the application to provide evidence of your experiences, skills and qualifications as related to the person specification.  You may provide further details on additional sheets if required

· Please give as much information as possible so we can identify suitable opportunities for you

· Please ensure all gaps in employment and education history are fully explained on your application form.  We may wish to verify this information during the recruitment process

· We welcome applications from all sections of the community and will be pleased to help meet any requirements arising as part of the recruitment process. 

	· A minimum of two satisfactory references will be required

· References will be taken up if we make you a conditional offer, and before you start work

· To help us get a quick response, please ensure that you provide us with referees who are contactable and available

· If possible please provide e-mail addresses for your referees and advise them that they will be asked to provide a reference for you

· When providing details please ensure that one relates, if applicable, to your present job, or most recent employer.  

· Please state in what capacity the two referees are acting, e.g. current employer.

Please note that references from relatives or friends are not acceptable.
We are unable to accept a reference from an Make Some Noise staff member.



	

	INTERVIEW

	The interview will comprise of:

· Formal interview with CEO and Administrator
· A variety of administration tasks

	If you are invited to interview you will need to provide:

Evidence of your right to work in the UK 

Under the Immigration, Asylum and Nationality Act 2006 you will be required to show documentation of your right to work in the UK.

The two lists below detail the documents which you need to prove this this right.

LIST 1

Any one of the documents listed below will provide the necessary evidence of the right to work in the UK. The document provided must be the original.
· A passport showing that the holder is a British citizen, or has the right of abode in the United Kingdom

· A document showing that the holder is a national of a European Economic Area country* or Switzerland. This must be a national passport or national identity card

· A residence permit issued by the United Kingdom to a national from the European Economic Area country or Switzerland

· A passport or other document issued by the Home Office which has an endorsement stating that the holder has a current right of residence in the United Kingdom as the family member of a national from a European Economic Area country or Switzerland

· A passport or other travel document endorsed to show that the holder can stay indefinitely in the United Kingdom, or has no time limit on their stay

· A passport or other travel document endorsed to show that the holder can stay in the United Kingdom; and that this endorsement allows the holder to do the type of work the employer is offering if they do not have a work permit

· An Application Registration Card issued by the Home Office to an asylum seeker stating that the holder is permitted to take employment.

*The following countries are part of the EEA:

Austria; Belgium; Denmark; Finland; France; Germany; Greece; Iceland; Ireland; Italy; Liechtenstein; Luxembourg; Netherlands; Norway; Portugal; Spain; Sweden; United Kingdom; Cyprus; Czech Republic; Estonia; Hungary; Latvia; Lithuania; Malta; Poland; Slovakia; Slovenia; Bulgaria and Romania.

Notes:

· There is a registration scheme for nationals of Poland; Latvia; Lithuania; the Czech Republic; Slovakia; Slovenia, Hungary and Estonia

· Nationals from Bulgaria and Romania require work authorisation documents and are restricted in the jobs they can do.

LIST 2

Two of the documents in the combinations listed below will provide evidence of the right to work in the UK. The documents provided must be the originals.

First Combination
· A document giving a person’s permanent National Insurance number and name. This could be a: P45, P60, National Insurance card, or a letter from a Government agency

AND one of the following documents
· A full birth certificate issued in the United Kingdom, which includes the names of the holder’s parents or
· A birth certificate issued in the Channel Islands, the Isle of Man or Ireland or
· A certificate of registration or naturalisation stating that the holder is a British citizen or
· A letter issued by the Home Office which indicates that the person named in it can stay indefinitely in the United Kingdom or has no time limit on their stay or
· An Immigration Status Document issued by the Home Office with an endorsement indicating that the person named in it can stay indefinitely in the United Kingdom or has no time limit on their stay or
· A letter issued by the Home Office which indicates that the person named in it can stay in the United Kingdom; and this allows them to do the type of work that the employer is offering or
· An Immigration Status Document issued by the Home Office with an endorsement indicating that the person named in it can stay in the United Kingdom; and this allows them to do the type of work that the employer is offering.  
Second combination
· A work permit or other approval to take employment that has been issued by Work Permits UK 

AND one of the following documents
· A passport or other travel document endorsed to show that the holder is able to stay in the United Kingdom and can take the work permit employment in question or
· A letter issued by the Home Office confirming that the person named in it is able to stay in the United Kingdom and can take the work permit employment in question. 

Please note that if ID is checked by List 2 or Second Combination then we will be required to check the documentation at intervals set out in the guidance from the Home Office.



	Proof of Qualifications

You will have to provide proof of relevant qualifications during the selection process.



	Documentation for an Enhanced Disclosure and Barring Service (DBS) Check (where required by the role)
The Rehabilitation of Offenders Act 1974 was introduced to make sure that you are not discriminated against when applying for work, if you have been convicted of a criminal offence and you have not re-offended for a period of time since the date of your conviction.
The Act allows certain types of convictions to be treated as "spent" after a certain (variable) period of time.  You are no longer legally required to disclose to us convictions that have become "spent", unless the post you are applying for is exempted.  In the case of more serious crimes, such as where the sentence is more than 5 years imprisonment, the conviction can never become "spent" and must always be taken into account.

Some roles with Make Some Noise fall under the Exceptions Orders which exist to protect vulnerable client groups such as children, young people, and the elderly, sick or disabled.  In such cases, we are legally entitled to ask you for details of all criminal convictions, even if they are "spent" or "unspent" under the Rehabilitation of Offenders Act.  All details of criminal convictions will be disclosed by the Disclosure and Barring Service (Formerly Criminal Records Bureau).

Cautions, reprimands and final warnings are not criminal convictions and are not covered by the Rehabilitation of Offenders Act. They become "spent" immediately and we may only consider them when appointing to exempted posts.

· All applicants applying for work in a role subject to a criminal record check from the Disclosure and Barring Service (Formerly Criminal Records Bureau) will have to provide details of cautions, reprimands or final warnings, as well as convictions

· Having an “unspent” conviction will not necessarily bar you from being offered work with MSN.  This will depend on the circumstances and background to your offence(s).  Please contact the office to discuss this with our CEO before applying

· Further information available from https://www.gov.uk/government/collections/dbs-filtering-guidance.

You may email our Chief Executive Officer to arrange a time to discuss, in confidence, any concerns re convictions on Tim@make-some-noise.com
If you are made a conditional offer of employment you are agreeing to us carrying out an Enhanced DBS check.  

You will be required to provide the original documentation required for a DBS check or provide Update Service log in details and original DBS Certificate to enable us to complete an Online Update Service check.



	Update Service

Following completion of a DBS check paid for by Make Some Noise you are required to join and maintain a subscription to the Update Service so that periodic checks can be undertaken – checks will take place at least annually.  Further information can be found https://www.gov.uk/dbs-update-service



	ON APPOINTMENT

	Safeguarding Training

You will be required to complete an online safeguarding course during your first week of work.

Training will be renewed every three years.



	Photograph

We require a copy of a recent head and shoulders photo that can be used for an ID card and on our website, in digital format where possible.



	Make Some Noise Policies and Procedures

Our contracts require our team to read, familiarise themselves and abide by relevant policies and standards.  Policies are reviewed annually.  These include, but are not limited to:

· Safeguarding Policy

· IT & Internet Policy

· Data Protection Policy

· Bullying and Harassment Policy

· Grievance Policy

· Conflict of Interest Policy

· Whistle Blowing Policy

· Health & Safety Policy

· Equal Opportunities Policy

· Make Some Noise Code of Conduct

· Sound Sense Music Education Code of Practice



	Data Protection Act

The Data Protection Act 1998 places responsibilities on us to process personal data that we hold in a fair and proper way.  The Act came into force on 1 March 2000 and regulates the use of personal data, including any data you supply on this application form.  The information you give us will be kept confidential and will only be used for the purpose of recruitment.

We may contact other organisations (such as the Disclosure and Barring Service (Formerly Criminal Records Bureau), Job Centre Plus, previous employer(s), education establishments, etc) to check the factual information you have given on the application form.  The information will be stored securely, both manually and electronically and destroyed after 6 months if your application is unsuccessful.
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35 freelance musicians, coordinators & trainers










