CSIE Administrator

Job description

Job title:

Administrator




Centre for Studies on Inclusive Education (CSIE)

Employer:

CSIE Ltd

Salary:
£24,500 plus £1,500 annual contribution to personal pension plan, pro rata
Hours: 
2 or 3 days a week, based on a 35 hour week
Annual leave: 
5 weeks pro rata plus statutory holidays
Location:

New Redland Building, Frenchay Campus, University of the 



West of England, Coldharbour Lane, Bristol BS16 1QU
Responsible to:
CSIE director
Appraisal:

Review of work performance and professional development needs are addressed at an annual appraisal interview; this is supplemented by other discussions during the year about work performance and set objectives.
The Centre for Studies on Inclusive Education (CSIE) is an independent centre, set up in 1982, actively supporting inclusive education as a basic human right of every child.  The Centre is funded by charitable donations, with additional income from sale of publications and small grants for research or other projects.  CSIE’s work is driven by a commitment to overcome barriers to learning and participation for all children and young people. For more information please see www.csie.org.uk. 
The post, based in the Bristol office (situated in New Redland Building, Frenchay Campus, UWE) is for two or three days per week.  CSIE’s director is based in the Bristol office and the assistant director is based in London and visits Bristol regularly.  The administrator will be based in the Bristol office.

Main duties and responsibilities:

i) financial management
· To make and receive payments on behalf of CSIE, including banking cheques
· To raise invoices for sale of publications or services using Sage software
· To undertake credit control of outstanding invoices
· To record all income and expenditure using Sage software
· To reconcile bank statements
· To manage CSIE bank accounts, including transfers between accounts
· To make monthly payments to HMRC (income tax and NI contributions)
· To complete quarterly VAT return
· To prepare simple financial report for quarterly CSIE Trustees’ Meeting
· To request and receive royalty payments from translators of CSIE publications
· To prepare end of year accounts for Reporting Accountant
ii) publication distribution

· To process, pack and dispatch all publication orders received
· To ensure adequate stock of publications in CSIE office and store room
· To replenish stock from external (Bristol) storage as necessary
· To undertake stock count of CSIE publications every six months
ii) general office administration

· To answer the telephone and deal with basic enquiries
· To manage the office email account and respond to simple queries
· To open and process incoming post and respond to simple queries
· To order office stationery and reprints of CSIE publications and leaflets
· To maintain the CSIE database and email the monthly newsletter to all contacts
· To help complete mail shots to promote CSIE events or publications
· To update Charities Commission and Companies’ House as relevant 
· To assist CSIE staff at all stages of planning and hosting a conference (booking venues and speakers, advertising, allocating places, ensuring smooth operation of the day)
· To upload documents on the CSIE website
· To attend CSIE Annual General Meeting in London and take minutes
In addition to the above, to carry out other duties as may be required and are consistent with the above responsibilities and the grade of the post.
