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Job Title:

Volunteer Administrator - Marketing
Responsible to:
Project Co-ordinator
To provide administrative assistance to ensure the smooth running of the HYPU programmes

Key Tasks

To provide a comprehensive administrative service 

To maintain statistical information for external funders

To take telephone calls and deal with issues arising in the absence of the Executive  Director, arrange meetings, provide information to private and public sector agencies and schools, deal with post, and general assistant type activities

To order goods and services in accordance with HYPU financial procedures, obtaining tender quotes where necessary and keeping all necessary paperwork connected to supplies.
To attend and service meetings, prepare agendas, distribute relevant papers and minute meetings

To ensure that all duties are carried out in line with HYPU 
With the Project Co-ordinator to recruit, supervise and train Volunteers
To maintain HYPU database and website

To design publicity to promote HYPU 
The post holder will comply with the HYPU Equality and diversity policy, and assist in its development and promotion within the service.

As directed the post holder will undertake additional duties and responsibilities that may arise from time to time.
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Person Specification

Skills, Ability and Knowledge
Ability to maintain up to date statistical data

Competence in use of computer packages at a suitable level for the job

Ability to record and present information accurately in both written and verbal forms

Excellent time management skills and ability to maintain focus on tasks

Ability to deal courteously and professionally with telephone enquires and visitors

Ability to work with a range of different people and organisations

A commitment to HYPU core values and public service, quality and equality and empowerment.

Experience of office procedures

Good Communication Skills

Experience of Mac Computers  Microsoft I.T. Packages

Knowledge of websites, social networking, Filming, Editing, databases 
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