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	Job title
	CYP Admin Worker

	Accountable to
	CYP Service Manager

	Hours
	22.5/week - the successful candidate can work these hours flexibly, with the option to be term time only or all year through working.

	Salary
	£14,533.18

	Contract term
	Permanent contract



	Organisational Vision:

	Our goal is for everyone to have equal, healthy relationships free from domestic abuse, sexual violence and gender inequality.



	Purpose of the job:

	Equation is looking for a proactive and organised Admin Support Worker to join our dynamic Children and Young People’s Team. 
This role will primarily involve supporting the team with administrative tasks, facilitating smooth communication between team members and the freelancer team, and ensuring efficient delivery of healthy relationship projects in schools (Primary, Secondary and Alternative Provisions) across Nottingham and Nottinghamshire. 

The successful candidate will play a key role in ensuring that the projects are delivered seamlessly, while also helping to maintain an efficient and supportive working environment for both the internal team and freelancers.

To deliver organisational administrative tasks to enable efficient delivery of all Equation services, including:
· Responsible for overseeing the CYP booking system which includes liaising with freelancers and managing the CYP diary.
· Support to Equation’s CYP workstream and team members with administrative duties 
· Supporting Equation’s CYP Workstream with evaluation and monitoring requirements



 







	The principal tasks and responsibilities: 

	1.
	Strategy and Development

	
	1. To support on the development, implementation and review of the CYP Workstream Strategy.
2. To support in the implementation of Wider organisational business plans and strategies.
3. Contribute to the identification of areas for process improvement and provide ideas to streamline administrative tasks or enhance team collaboration. 

	2.
	Team 

	
	1. Asist with organising our school projects, ensuring all logistics, such as school bookings, freelance allocations including Service Level Agreements, and resources/materials, are prepared in advance. 
2. To contribute to positive, collaborative teamwork within CYP workstream and wider Equation team. 
3. Act as the primary point of contact between the internal CYP staff and freelance teams, ensuring smooth communication regarding school bookings. This will include: cancellations, rearranging of projects, freelance sickness, resources and specific needs for all projects. 
4. Attend regular team meetings and ensure effective, regular communication of key updates to both the internal staff team and freelance team.
5. Support workstream(s) to meet funded targets by completing administrative tasks.
6. Foster a positive working environment by providing administrative support and contributing to effective team collaboration and morale. 


	3.
	Delivery

	
	1. To deliver on administrative functions associated with funded targets for CYP workstream including:
· Timely data inputting and processing for reporting availability
· Ensuring shared calendar is updated and accurate, for reporting needs
· Resources for delivery are prepared in advance
2. Support delivery of strategic and funded targets of wider workstreams. 
3. Build and maintain relationships within Equation wider team and external contacts such as suppliers, customers, partner agencies. 
4. Support on development of new processes for CYP Workstream through idea generation, planning, developing, implementation, and evaluation.
5. Individual workstream team meetings as required. 


	4.
	Monitoring and Quality Assurance

	
	1. Input evaluation monitoring to ensure a swift collation of data following delivery of projects enabling Coordinators, Managers and HoS to be able to promptly demonstrate impact of funding and targets.
2. Support and contribute to the CYP team collection and collation of effective monitoring data and generate reports for internal and external use.  
3. Communicate best practice, Equate updates and evaluation data to wider Equation team

	6.
	Marketing

	
	1. Work with Equation’s Communications team to ensure Equation’s services are effectively promoted locally and nationally.
2. Support Coordinators and CYP Management outreach efforts to schools and stakeholders, supporting the team in promoting the projects and expanding our reach - this may include attending events and hosting stalls. 

	8.
	Equation

	
	1. Ensure own, and team, compliance with all Equation policy and procedure.
2. Ensure processes are efficient and provide value for money.
3. Promote all Equation resources, services and fundraising opportunities.
4. Keep up to date with relevant legislation, policy and practice, especially safeguarding and gender issues.
5. Any other duties as required of you by Equation.



	The post holder must be committed to:

	· Equation’s core values of compassion, positivity, rigour, passion and collaboration.
· Increasing personal awareness in relation to diversity and equalities and incorporating this awareness into service provision.
· Challenging stereotypes, prejudice and discrimination experienced by groups and individuals on issues such as gender, race, ethnicity, nationality, sexual orientation, disability, class status, age and religious or non-religious beliefs.
· Developing an understanding of how domestic and sexual violence is interwoven within and across all social, cultural and religious communities.
· Increasing and promoting equality and fairness for women and girls.
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