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Odd Down Community Centre

Bath

BA2 2TL

August 2018
Dear Applicant,

Office Manager & Administrator Job Vacancy
Thank you for your enquiry for the Office Manager and Administrator job vacancy at BAPP. 
The post is working 24 hours/week over a minimum of 4 days throughout the year. The hours can be flexible or fixed and can be varied during the school holidays where the post holder may be required to support services which are run at specific times. The role is working with a small staff team who support and facilitate a range of direct services with children and families including Nurture groups in schools, during the school day and work after school in Family Play Hubs. Holiday Playschemes during the school holidays and a year-round Early Years Nursery and Pre-school.
This postholder will be primarily be office based, managing the office systems and processes which include online Database and Outcome Star systems, liaising with the Accountants in relation to finance systems, issuing invoices and fees letters to parents as well as day to day office management including emails, phone calls and enquiries. The role also includes support for Community Centre bookings and you will be a keyholder of the building with the option to open and close for one off bookings for which an additional fee is paid.
This role is commissioned by B&NES partly for services but primarily for our Family Support and Play Service.  
The aim of the Family Support and Play Service is to support vulnerable families who are referred to the service and their children to build relationships and secure attachment through play.

The role is diverse and varied and requires someone with good prioritisation skills, confident at dealing with people, whether new enquiries or nervous parents or complainants. The post holder is often the first point of contact people and organisations have with BAPP and so it is essential that you are a good listener and communicator, friendly and polite and efficient at working to deadlines and managing competing demands. The post holder will be working closely with the Director and Trustees at an exciting time in BAPP’s history as we move into our 40th year where we intend to hold event(s) to celebrate!
We hope the successful applicant will build on the strong reputation that BAPP has established over the last 39 years, to support and facilitate a range of targeted and community-based play which is led by the community and children living there and yet often struggle to fit in. We are looking to appoint an enthusiastic and committed person to join our happy team who genuinely understand playwork and are able to use their initiative and creativity to ensure that positive change actually happens. The office is the central cog to how all services operate and integral to our success.
We are a family friendly employer but as the job involves supporting staff working with  children who are referred to the service, there will be a need to sometimes work after school and always during part of the school holidays. This post is subject to satisfactory Enhanced DBS Disclosure and exempt from the Rehabilitation of Offenders Act 1974. And the receipt of two satisfactory references. 
Please use the Person Specification of the Job Description to complete the Supporting Information section of the application form.

I look forward to receiving your completed application by the closing date of 7th September 2018. Applications can only be received on the BAPP Application Form and no CVs should be enclosed. 
Interviews will be held in week beginning Monday 14th September with the post to start as soon as possible after that.
Should you require any further explanation of the role, please do not hesitate to contact me by email caroline@bathareaplayproject.co.uk 
Yours faithfully
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Caroline Haworth MBE
Director

