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Job title:		Service Administrator
Location:		Norwich
Contract type:                 Fixed term 
Accountable to:             Strategic Lead 
Salary:			Grade 1.2 -£24,938 per annum
Hours:			Full time -37.5 per week 
Leave:			30 days holiday per annum plus bank holidays, pro rata for part time


About Shelter 

Home is a human right. It’s our foundation and where we thrive. Yet every day millions of people are being devastated by the housing emergency.
 
We exist to defend the right to a safe home. Because home is everything.
 
We need ambitious, passionate people to join us. This is your chance to play a part in the fundamental change we are striving to achieve.
 
Our enemy is the social injustice at the core of the escalating housing emergency. To win this fight, we must be representative of the people we are here to help and those who support our movement In all our people decisions, we take pride in being inclusive, equitable and transparent. We are committed to combating racism both within and outside Shelter. We welcome you on our journey to becoming truly anti-racist.
 
 

Why Join Shelter?  

We welcome anyone to apply who possess the qualities and behaviours outlined or who believes they have the propensity to learn them fast. You will be joining an inclusive and supportive team who welcome people from all backgrounds. What’s important isn’t your level of education or the opportunities which you have had, it’s about you and how you seize the opportunities ahead of you. 

Shelter promotes equality, diversity and inclusion in our workplace. We make employment decisions by matching business needs with skills and experience of candidates, irrespective of age, disability (including hidden disabilities), gender, gender identity or gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, or sexual orientation.

We are happy to talk about flexible working, personal growth, and to promote a workplace where you can be yourself and achieve success based only on your merit. We also offer the following benefits:

· Flexible working hours
· Flexible working practices
· 30 days paid holiday plus bank holidays 
· Competitive pension scheme 
· Salary sacrifice schemes 




Diversity Statement

At Shelter we are united by our purpose to defend the right to a safe home; our enemy is the social injustice at the core of the escalating housing emergency. We believe to win that fight; we must be representative of the people we are here to help and those who support our movement for change. In all our people decisions, we take pride in being inclusive, fair, equitable and transparent. 

We have committed to combat racism both within and outside Shelter and welcome you on our journey to becoming a truly anti-racist organisation. 


About the team 

Shelter Norfolk has been providing housing advice to the County’s residents for over 30 years, specialising in housing legal advice and advocacy. 

We deliver housing and homelessness awareness raising and targeted advice sessions in a range of community settings.  We aim to build the understanding and capacity of communities to take action on housing issues for themselves. Working in partnership and collaboration with many organisations we aim to address the broken housing system.
 
There are currently around 20 individuals working in the Hub, including the Strategic Lead, Lead Solicitor, Team Leaders, Legal Advisors, Housing Rights Workers, Community Organiser, Community Fundraiser and Lived Experience Coordinator. We also have invaluable support from our volunteers.

About the role

This post will play an essential role in ensuring that the service runs smoothly and meets its contract and quality requirements. The post holder will carry out key admin functions, including dealing with telephone based and face to face enquiries, processing referrals, data inputting and analysis, administering petty cash, supporting with service user involvement activities, and carrying out finance functions such as credit card requisitions, invoice processing and management accounts variance reporting.


Role Specific Responsibilities

You will be working primarily on general office administration including the following tasks:
· Data extraction and analysis using a range of reporting systems including Microsoft CRM and Microsoft Excel
· File maintenance, photocopying, typing and scanning
· Answering telephone and email queries from stakeholders, clients and colleagues
· Dealing with post, booking appointments and minuting meetings
· Maintainance of petty cash, invoicing and other finance systems
· Booking staff travel and accommodation
· Providing a welcoming service to clients and visitors, recording details and helping with signposting 
· Processing case opening and closing paperwork, including inputting data accurately on to multiple systems
· Use of Shelter’s Case Management Systems, supporting frontline staff with case administration as required
· Ad hoc project support to the Hub Manager and leadership team as required
· Other general administrative support as required by the service

The post also plays a key role in other office support functions which will include:
· Design and development of office systems and processes
· Ordering office supplies
· Delegated H&S responsibilities
· Maintenance of office equipment


About you 

You will:
· Be passionate about tackling injustice through striving for change with individuals, in communities and across society
· Thrive in a fast paced and busy office environment and be adaptable to change with excellent multitasking skills
· Have proven experience in office administration and customer service and be a confident and proficient user of Microsoft Office, including Excel, Word, Teams, PowerPoint and Outlook
· Enjoy working flexibly and learning new skills
· Be committed to reviewing processes and looking for ways to increase efficiency
· Be competent and highly efficient in data inputting, extraction and analysis
· Show tenacity in your approach, sharing the knowledge you have and learning from others to build on this



Required behaviours

The Shelter Behaviours demonstrate the attitudes and approaches we take to our work; from how we do things, how we treat each other and expect to be treated both internally and externally.  They help us to have the culture we need to deliver our ambitious strategy.  
At Shelter we have 5 overall behaviours, that are each made up of 3 descriptors, these are outlined below.
We work together to achieve our shared purpose  
· by actively collaborating and putting trust in the people we work with
· by recognising the contribution of others
· by carefully considering the “how” when taking on new projects and initiatives

We prioritise diversity and have an inclusive and open mindset  
· by not tolerating and actively tackling racism and any other forms of hate and discrimination
· by creating safe spaces for people to be their authentic self, challenge each other and learn
· by being compassionate towards the people we work with and prioritising each other’s wellbeing 

We enable decision making
· by giving people the tools, they need to make well informed decisions
· by being accountable for the decisions we make
· by delegating authority to those closest to the work

We create change and align behind our strategy
· by participating in change initiatives that deliver our strategy
· by supporting tough strategic choices
· by saying no to work that does not serve our purpose

We are open to risk and learning from our experiences
· by learning from our failures and successes
· by being reflective and giving and receiving feedback
· by being proactive and taking initiative


Other information

· All staff should adhere to Shelter's Equality Policy and will be expected to play a key role in its successful implementation.
· This post is not exempt from the Rehabilitation of Offenders Act.

Please note

This job description cannot cover every issue or task that may arise within the post at various times and the post-holder will be expected to carry out other duties from time to time which are broadly consistent with those in this document. This job description does not form part of the contract of employment.
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