
JOB PROFILE

Job Title:
Administrator and Course Coordinator, Team Wilder (Education Centre activities including training courses for adults, events for families and school visits to the centre, outreach including the Wilder Schools Project)
Hybrid working, 5 days per week, minimum of 4 days based at Nower Wood
Reports to: Centres Based Education Team Leader
Main Purpose of the Role

Manage the administrative and secretarial functions of Team Wilder; help to coordinate and promote the adult learning programme, facilitate the smooth running of Nower Wood Education Centre including other activities that take place at Nower Wood as part of the wider Trust’s goals.

Key Tasks
Manage & provide key administrative support to Team Wilder
· Manage all email and telephone enquiries and ensure a prompt and professional response.

· Be responsible for processing bookings for Nower Wood Education Centre -school visits, internal meetings and external room hire; manage and co-ordinate all relevant diaries for the education centre on Outlook.

· Help to coordinate and plan a diverse range of courses for adults
· Organise facilitators for the programme of courses from the pool of staff and Ambassadors qualified to do this, standing in and attending courses where needed

· Provide admin support for education volunteer recruitment, assisting the Education Centre Team Leader 

· Maintain databases (CRM, excel spreadsheets) and office filing systems

· Undertake document checks as part of the Disclosure and Barring Service (DBS) checks.

· Adhere to current GDPR compliance in all administrative records.
· Co-ordinate and email any accident report forms to head office.
· Along with other staff be responsible as one of the designated first aiders on site
· Shadow and assist with a range of programmes to ensure working knowledge of the team’s offerings.
Provide accounting support to Team Wilder:

· Ensure all relevant purchase orders are raised, invoices coded and authorised to be processed by finance team on Xledger
· Manage any cash and cheque income and take credit card payments.

· Be responsible for co-ordinating and processing credit card payments and records for outdoor learning team.
Support for Outdoor Events and Courses:

· Be responsible for event and course listings on website and Eventbrite
· Assist with promotion of events and courses

· Assist with sourcing and recruitment of external tutors for courses 
· Upload relevant information to the Trust database,CRM
· Co-ordinate and order resources and consumables for these events and activities
· Manage administrative functions for events, including bookings and registrations

· Support the team on day of events where appropriate

Centre/Office Support
· Be responsible for office resources and consumables e.g toilet paper, cleaning equipment, tea, coffee, biscuits etc

· Co-ordinate a clean and tidy education centre, including liaising with cleaners when needed.
· Ensure the office is open and suitably staffed, coordinating a rota if necessary.
· Act as a fire marshall, along with other staff, and undertake regular fire alarm testing; book in regular safety checks of fire detection and alarm system.
· Co-ordinate sewerage tank servicing and invoicing

· Be responsible for ordering wood pellets for bio-mass boiler

· Be responsible for electricity meter readings on a monthly basis for finance team

· Be responsible for liaising with head office regarding PAT testing and electrical tests


Person specification
Key Skills

· Good secretarial skills and use of IT packages (Microsoft Office, excel, powerpoint, outlook) essential
· Excellent administration skills, time management and an orderly approach to all activities

· Excellent communication skills, verbally and in writing

· Proven ability to use initiative and to work collaboratively

· Excellent attention to detail

Experience
· Experience of undertaking general office administration 
· Experience within a teaching or environmental organization advantageous

Personal Attributes

· Calm, positive approach to work is essential

· Flexible, can do and want to do attitude is essential
· Friendly disposition but able to maintain appropriate diplomacy with staff and senior management
· An interest and enjoyment in wildlife and conservation would make the role more rewarding
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