	Job Title: 
Administrator 
	Job Grade:

	Department: Macmillan Solutions Project
	£7 per hour

	Revision Date:
March 12
	Working Time: 5 hours per week


Position Overview 

To undertake the administration and financial support for Macmillan Solutions at the Wai Yin Chinese Women Society. Due to the nature of much of the work, it is undertaken 5 hours per week.  Exact working days of the week will need to discuss and confirm with the MacMillan Cancer Support Steering group in Wai Yin.  

Essential Job Functions

To be the main point of contact for Macmillan Solutions in the centre handling day- to –day enquiries and referrals if necessary.

Arrange for volunteers to come into the centre to complete and process their CRBs 

Monitor the processing of CRBs and inform lead volunteers and development worker when CRBs are completed and satisfactory. 

Paying invoices in relation to the project entering on the spreadsheet

Process volunteers’ expenses claim form entering in details from the volunteer activity form into the database on the shared drive for month end reporting purposes. 

Providing invoices for room hire and other costs for monitoring records.

To receive Macmillan grant applications and ensure that they are circulated promptly to steering group members for authorisation

Monitoring the budget and preparing monthly expense reports.

Other administration tasks as they arise, e.g. photocopying volunteer handbook for distribution.

Preparing MacMillan’s quarterly monitoring reports for numbers of active volunteers, number of people affected by cancer supported, number of contacts, details of Macmillan grants and financial reports on expenditure – Macmillan grants, volunteer expenses, office equipment and other costs 

To liaise with lead volunteers weekly 

To order Macmillan leaflets and other relevant promotional and marketing materials via the be.macmillan website.  

To ensure that the Macmillan leaflet racks are kept tidy and stocked up with leaflets ordering as necessary. 

To translate leaflets and marketing materials into Chinese when needed.  

To take minutes of Steering Group meetings.  

Non-essential Job Functions

To attend steering group and volunteer meetings as appropriate

Requirements

To have a good working knowledge of Macmillan Solutions.

To undertake on line training on the Macmillan website regarding cancer awareness 

