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CHILD RIGHTS INFORMATION NETWORK - CRIN 

OFFICE MANAGER: Job description

Salary


£27,000 per annum (including London Weighting)  
Hours


35 hours per week
Place of work

Central London
Reports to

CRIN Coordinator
The post is subject to a three-month probationary period, and six-monthly appraisals.

We are looking for a flexible and creative Office Manager to join our small team and take the lead in setting up and managing administrative and financial systems. 

This post is part of the core team at CRIN. CRIN’s core funding is always precarious, so the post is initially offered for one year, commencing in January 2009, with extension dependent on CRIN continuing to secure adequate core funding.  

This is a key role, and the successful candidate will have at least 5 years recent experience of developing and managing office administration, experience of personnel administration and financial record keeping.
Primary responsibilities

To be responsible for the management and operation of CRIN’s financial, administrative and other office systems and policies, office premises and equipment.

To support and promote CRIN’s key objectives (as set out below). 
General

1 To develop administrative and financial procedures and practice for CRIN, establishing new ones as necessary, based on CRIN’s values, objectives and operational principles; also to develop and maintain CRIN’s office and financial procedures manual, monitoring and carrying out required tasks and activities on a regular basis.
2 To proactively support the work of the Coordinator and staff; keeping them informed of incoming mail (postal and electronic), relevant telephone enquiries and other matters affecting the effective running of the CRIN office.
3 Prepare for Management meetings and Board Meetings: Ensure that the CRIN Board members receive timely Board papers and Minutes of Board meetings and that records of Board proceedings are kept accurate.

4 Ensure a professional “front-of-house” response to all telephone and email enquiries from the public and members. 

5 To ensure CRIN's working environment is attractive, friendly and welcoming to visitors.

Finance

6
To set up and maintain computerised financial records, in order to provide accurate and up to date records and reports as required.

7
To record Payroll (organised by external agency), pensions, receipts and payments, make monthly bank reconciliations, and maintain routine liaison with CRIN’s bank. 

8
To prepare (in association with the Coordinator) and monitor CRIN’s budgets, and prepare end of year accounts for the Auditor.

9
To administer Petty Cash, including for the expenses of staff, volunteers, consultants, and others working with CRIN.

10
To maintain necessary contact with CRIN’s funders, including providing reports and accounts as required.

11
To research and obtain relevant information and materials on funding opportunities as requested and assist with funding applications as required. 

Administration

12
To ensure that all personnel administration and procedures are in line with current employment law and oversee personnel and recruitment administration.

13
To help in developing and monitoring CRIN’s green policy

14
To act as Health and Safety Officer for CRIN.

15
To ensure that IT systems are well maintained and function effectively, liaising with support services as necessary, maintaining and advising on effective filing and database systems, and being responsible for the backing up of data and virus protection.

16
To ensure maintenance contracts and appropriate insurance policies are in order.

17
To ensure electronic and postal mail outs are efficiently carried out.

18
To review and maintain efficient systems for filing reports, books and other publications as well as for financial and administrative filing.

19
To be responsible for office-related purchases within appropriate budgets, including stocktaking and ordering of stationery, postage stamps and computer software. 
20
To maintain and update CRIN’s database of members and produce the hard copy edition of the directory as and when required
21
To service and minute CRIN’s Board of Trustees and Management Team and other related meetings.

22
To oversee arrangements for travel and accommodation, equipment hire, etc. 

23
To be responsible for the maintenance, presentation, and security of CRIN's office, and to liaise with the landlord/landlady as necessary.

CRIN membership and communication services:
24. Process new membership applications and liaise with existing members to ensure their details are up to date. Where necessary assist in the recruitment of new members.

25. Help in updating and developing the CRIN website as and when required (training will be provided)


26. Keeping abreast of international news and events related to children’s rights


27. Help in developing marketing materials for CRIN

The postholder will be required to work occasional evenings and weekends for which time off in lieu can be claimed. Occasional overseas travel may be required for Management meetings.
The postholder will be expected to work within CRIN’s supervision, appraisal, and all other agreed policies, actively contributing to the development of new policies as required.

25 days annual leave plus public holidays.

PERSON SPECIFICATION

Essential

· At least 5 years experience of managing office administration and communication systems and dealing with suppliers. 

· Has been a personal assistant/providing administration support to senior management for at least two years

· Highly computer literate in all standard operating systems.  Ability to understand information technology needs and articulate them to IT service providers

· Experience of developing and managing database systems

· Has developed and maintained record keeping and information storage systems.

· Excellent oral and written communication skills

· Experience of financial record keeping

· Experience of working in an international and/or multicultural and multilingual environment

· Experience of human resource or personnel administration.

· Ability to write clear concise minutes

· Flexible. Can adapt to changing work priorities at short notice, take on the ideas of others, adapt own way of working

· Systematic. Enjoys administrative work and making systems work for others. 
· Positive, service-oriented and helpful inter-personal communication

· Willingness to learn new skills, for instance web design

· Ability to work to tight deadlines and manage own workload

· Ability to absorb and retain information

· Ability to multitask at short notice
· Interest and commitment to children’s rights

Desirable

· Experience of working with OpenSource and other IT packages such as Linux
· Experience and/or knowledge of Charity regulations
· Has supervised and supported the work of others
· Fluency in a second language is an advantage
· Knowledge of company law
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About CRIN
CRIN is a global network coordinating and promoting information and action on child rights. More than 2,000 member organisations and tens of thousands more activists from across the world rely on CRIN for research and information.

CRIN presses for rights, not charity, for children and is guided by a passion for putting children’s rights at the top of the global agenda by addressing root causes and promoting systematic change. Its guiding framework is the UN Convention on the Rights of the Child (CRC).

CRIN’s activities are based on the belief that information is a powerful tool for realising children’s rights. CRIN distributes news, events and reports, lobbies, enables advocacy and promotes knowledge sharing and coordination. CRIN participates in international child rights coalitions and advocacy groups, supports campaigns and makes the UN and regional mechanisms more accessible to those lobbying for social change.

CRIN has been hosted by Save the Children for over 13 years but has just recently become independent. We are now looking to expand and move to new premises.

This is a crucial and exciting time in the development of the organisation. Aside from sharing our values, we are looking for someone who can take the lead in developing new policies, someone who is willing to take on new tasks and learn new skills.

We will provide you with the opportunity to work as part of a small team of dedicated and passionate people and the real opportunity to shape the growth of the organisation.

---------------------------------------------------------

CRIN is a registered UK Charity no. 1125925
How to apply
To apply, please send your CV and a cover letter of no more than two pages describing your interest and suitability for the post.

By email: jobs@crin.org or by post to:

The Coordinator
Child Rights Information Network – CRIN
1, St John’s Lane, London EC1M 4AR, UK.
DEADLINE for applications: 11 December 2008.

Applicants must already have the right to work in the United Kingdom. 
Please note that the CRIN offices are currently based at Save the Children but the new post will be working in CRIN’s new offices in Central London, location to be determined. 
-----------------------------------------------------------------
