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Administrative Officer
Recruitment Pack – June 2022
Dear Applicant

Thank you for your interest in this post and the Access to Justice Foundation.
We are a small, friendly and hard working team who are passionate about working towards our vision of a society where everyone has access to justice. 

Our work focuses on making the case for advice, raising funds and making grants which improve access to legal advice for the people who need it the most. We are looking for a new team member who can provide administrative support to help our grant making processes run smoothly.
We are committed to developing and maintaining an organisation in which differing ideas, abilities, backgrounds, and needs are fostered and valued, and where those with diverse backgrounds and experiences can participate and contribute. We are also committed to supporting people to develop within their role.
We are more interested in the skills you have than your qualifications or sector specific experience. If you are someone with excellent organisational skills, an eye for detail and the capacity to build excellent working relationships,  we look forward to receiving your application. 

Yours faithfully

Ruth Daniel & Clare Carter 
Joint CEOs
Job Description – Administrative Officer

Salary: 
 £25,000-29,000 per annum

Hours: 

Full Time (applications for part time working will be considered) 
Reporting to: 
Grants Director 
There are no direct line management responsibilities attached to this role.
Purpose of the role
From responding to enquiries to preparing committee meeting papers and being the key grants database administrator you will support the team to ensure all aspects of the Foundation’s grant programmes are handled with efficiency and professionalism.
Main duties and responsibilities:


1. To support efficient and effective grants administration through - 


· Maintaining our database (Salesforce) for all grant applications, applicants and programmes


· Dealing with email and telephone enquiries from applicants and potential applicants


· Producing grants reports from the database as required


· Ensuring relevant documentation has been received with applications and progress with applicants
· Collating and distribute documents for the grants committee meetings
· Attending  and accurately minute Grant Committee Meetings, decisions and actions 

· Ensuring grants are monitored in line with agreed processes


· Assisting colleagues in the grants team with preparation of reports

2. To efficiently administer the grant onboarding process through - 

· Drafting grant agreements, ensuring compliance with the obligations of partner funders and reporting requirements 

· Ensuring grantees’ details are accurately recorded and updated on Salesforce

· Escalating grantee issues or delays to the Grants Director as appropriate
3. To support efficient payment of grants through:- 
· Following the grant payment process to ensure all appropriate parties are involved at the necessary stage 

· Ensuring the Finance Manager receives accurate instructions and confirmation for each grant

· Ensuring Salesforce is up to date with all payments made or outstanding


4. Marketing and General Office Administration


· To help promote the impact of the work we fund, both internally and externally


· To administer grant related mailings and events


· To contribute to our social media channels


· To provide ad hoc administrative support as required
4. Other 
· Maintain awareness of relevant developments in the sector

· Ensure all relevant policies and procedures are complied with 

· Other tasks as required generally commensurate with the post

Person Specification

Essential 
· Strong project management and organisational skills, including an ability to calmly manage competing priorities and tasks. 

· Experience of administrative work

· Ability to use initiative to work alone ensuring work is planned, prioritised, and organised to achieve set deadlines and agreed targets.

· Excellent  written and oral communication skills, with ability to adapt and respond to different audiences 

· Strong interpersonal skills and capacity to build authentic and effective relationships
· Good time management skills, including an understanding of the most efficient way to work to achieve the goal
· Excellent IT skills, including a working knowledge of database management, Microsoft Office, and digital communications platforms. 

Desirable

· Experience in grants administration 
· Excellent problem-solving skills with ability to think creatively and find innovative solutions that may extend beyond the traditional approach

· Knowledge of the advice sector and/ or wider voluntary sector 
Benefits

· Hybrid working 

· Flexible working options

· 25 days holiday plus bank holidays 

· Contributory pension after the probation period (currently three months)

· Employee Assistance Programme

· Continuing personal development training opportunities

There is flexibility in where you choose to work, although there is a requirement for 2 days per week to be worked from our office in London.

Precise days and working pattern will be agreed with the postholder. 

About Us

The Access to Justice Foundation is a UK wide grant making charity which supports the provision of free legal advice and representation to the people who need it the most. We work closely with the legal professions, the advice sector, other trusts and foundations and government. 
You can find out  more about our work here:- www.atjf.org.uk
Below is a summary of our current strategy which will give you a flavour of the kind of work you would be involved in if successful in your application:- 
Our vision is a society where everyone has access to justice.

Our mission is to improve people’s lives by increasing the availability of quality legal advice and support. 

Our Values

1. We are purpose driven.
Whether our focus is grant-making, fundraising, or advocating for the sector we show dedication in everything we do. We are committed to justice, equity, and fairness and together we believe that increasing the provision of free or affordable legal advice will have a profoundly positive impact on society. 

2. We are responsible.
When we commit to an undertaking, we don't let people down. Partners know that we can be trusted to manage and implement funding opportunities to maximise impact for the free legal advice sector in the UK. We work closely with government, the legal profession, and other charities in the sector to advise and identify areas of need, influence strategy and ensure that vital funding and resource is delivered where it is needed most.

3. We are ambitious. 

We strive to increase resources to improve access to advice across the UK and use our knowledge and influence to enhance support for our beneficiaries and make a real difference to the people and communities who rely on these vital services. We are multi-focused, delivering strategic grant rounds, impactful projects, effective partnerships, and fundraising campaigns to achieve our ambitious goals.

4. We are collaborative.
We work collaboratively with other funders and stakeholders to maximise our combined impact and ensure that funding across the sector is strategic and streamlined.  Our community focused approach means we prioritise listening to and understanding the needs of our grantees and use these learnings to inform our processes and develop new and effective ways of working. 

5. We are committed to equality, diversity, and inclusion 

We are committed to putting equality, diversity and inclusion at the forefront of our work and culture. We value diverse backgrounds, cultures and perspectives and know that individuality and difference can only benefit the Foundation and the work that we do. We want this commitment to reflect the Foundation inside and out - in our recruitment, grant giving, fundraising, strategy, training opportunities, collaboration and culture. This is important work which we are looking at from all levels of the Foundation, from governance and staff, through to our grantees, partners and funders. We are all at different stages on this journey, but together, we hope to make a positive and meaningful impact, to do our part to instigate change and build an organisation representative of the communities that we support. We know that this is going to take time, but we are committed to developing and maintaining an organisation in which differing ideas, abilities, backgrounds and needs are fostered and valued, and where those with diverse backgrounds and experiences can participate, contribute and thrive.

Our objectives are:

1. To increase available resources for the provision of free legal advice and support across the UK. 

2. Developing and implementing grant making programmes which align with our values, improve reach and maximise impact.
3. Improving understanding and awareness of the role of the law as a tool for social justice

4. Improving Equality, Diversity and Inclusion

Objective 1 – key activities  of our  work under this objective:

· To generate unrestricted income to enable us to discharge our charitable objectives. 

· To generate funding to ensure individuals and communities can have access to legal advice. 

· To raise awareness of the value and impact of legal advice. 

· To ensure income is generated in a way that aligns with our values, our equality, diversity and inclusion ambitions and is focussed in areas where the foundation is uniquely best placed to act 

· To ensure our plans have a spread of short, medium and long term objectives and our skills, capabilities and resources are aligned.
Objective 2 – key activities of our work under this objective:
· The lives of end users are transformed through the work of the grantees we fund. 
· Grantees and communities are empowered to work collaboratively towards connected legal support provision and sustainable systematic change. 
· Access to justice is used as a tool to address inequality. 
· We are an efficient and trusted grant maker, effectively facilitating access to justice
Objective 3 – initial activity to be carried out under this objective:

· Develop clear and consistent messaging across the organisation (and sector where possible), about why this work matters.

· Identify priority areas for making the case for advice 

· Consider internal systems to ensure learning from our grantees is amplified and linked to relevant external initiatives eg consultations 

· Identify and work collaboratively with key partners to amplify positive messaging from the sector, using the data and learning we have collated to do this.

Objective 4 – In addition to the above objectives, we want to highlight our commitment to equality, diversity and inclusion as part of our three-year strategy. 

· We want to achieve greater equity for minority groups in access to justice. 

· We want equity for volunteers, employees and partners from minority groups: in accessing our organisation and feeling fully supported. 

· We want ATJF to centre people from minority groups - who have thus far been excluded from our governance, operations and grant making. 

· To ensure ATJF is considering inclusion at all levels – for greater public accountability and to justly represent the communities that we serve. 
· To understand privilege and the effect that has on exclusion. To understand prejudice and to break that down. To understand how we can use privilege to achieve greater equity for all
Key tasks

