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Working to end domestic violence in Greater London by supporting direct service providers and promoting joint working

____________________________________________________________


TEMPORARY ADMINISTRATIVE ASSISTANT
Salary – (£9/hr)
This post is for 10 week period.  

Start date Monday 15th September.  End date Friday 21st November 2003

This post will be based with the Greater London Domestic Violence Project which is part of London Action Trust, a crime reduction charity.

We are seeking an efficient and motivated self-starter to support a team of three.  You will have strong organisational skills and an eye for detail.  

Key tasks will include support for event management (advertising, bookings, venues, catering etc), database management, typing and filing.

Please send completed application forms to: 
Joanne Creighton e-mail: Joanne.Creighton@london.gov.uk 

fax : 020 7983 4241

post: see address at bottom of page
for telephone enquiries please call 020 7983 4976

The closing date for applications is 5pm on Wednesday, 3rd September.  Interviews will be held on Monday, 8th September 2003.

Hours of work: 35 hours a week.  

Flexible working hours will be considered.

If short-listed for this post you will be required to do an administrative test as part of the interview.

London Action Trust aims to be an equal opportunities employer.
Registered Charity No. 1039534

Conditions of Service

Job Title:


Temporary Administrative Assistant

Location:
Central London - The GLDVP is located within the Greater London Authority. 

City Hall, The Queen’s Walk, London, SE1 2AA.

Salary:


£9/hr

Time Period for Post:
This post is for 10 week period.  

Start date: Monday 15th September.  

End date: Friday 21st November 2003

Hours of Work:
35 hours a week

Flexible working hours will be considered.  

Job Description

The key areas of work are as follows:

· Administrative tasks associated with meetings, seminars (For example, booking rooms, arranging catering, taking minutes and sending out invoices)

· Data inputting

· Responding to telephone enquiries 

· Photocopying

· Collating documents

· Carrying out mail merges

· Conducting mail-outs 

· Filing

· Undertaking any other tasks commensurate with the post.

Person Specification

We are looking for the following skills and experience.  Candidates will be assessed on how well they meet the requirements below.

Essential

· A knowledge and ability to carry out a range of administrative duties.  (Refer to job description above)

· Competent in using Microsoft word, excel and outlook

· Accurate typing speed of 50 wpm
· Flexible and willing to do repetitive tasks
· Experience in using filing systems

· Ability to communicate effectively, both in writing and verbally (must have confident telephone manner)
· Ability to maintain accurate and detailed records
· Organisational skills including the ability to carry out tasks to deadlines
· Ability to work as part of a team yet be self-motivated

· Understanding of the need for and ability to, respect confidentiality

· Experience of working within a diverse community and ability to integrate equalities into all aspects of the work

Desirable

· Ability to prioritise tasks 

· Advanced knowledge of IT packages: word, excel and Microsoft outlook

· Experience and knowledge of the voluntary sector

· Negotiation skills

· Experience of working within a political environment
Management Arrangements:

The Temporary Administrative Assistant will be line managed by the Information Manager at the GLDVP, who in turn reports to the Director of GLDVP.  The applicant will be asked to carry out administrative duties on behalf of the entire GLDVP team.
The GLDVP is managed by a Steering Group and the Director of LAT.  The Steering Group has oversight of the project whilst the Director of LAT provides day-to-day line management and supervision of the GLDVP Director.  

The Greater London Domestic Violence Project:

The Greater London Domestic Violence Project (GLDVP) is part of London Action Trust (www.lat.org.uk), a voluntary organisation which works to break the cycle of offending and create safer communities in Greater London.  

The GLDVP was set up in 1997 with the aim of increasing safety for survivors of domestic violence, and to hold abusers accountable for their behaviour.  We work to ensure that good practice in domestic violence work is transferred across London, bring together key agencies to develop London-wide policies, raise awareness about domestic violence and increase the effectiveness of inter-agency work.  

A major part of the work of the project since 2001 has been the development of the first London Domestic Violence Strategy which was published jointly with the Greater London Authority and the Association for London Government.  This aims to co-ordinate domestic violence work across all sectors and a London-wide Domestic Violence Forum has been established to ensure that this work is carried forward.  The first annual report detailing the progress made under the Strategy was published in November 2002.  These documents can be found at:

http://www.london.gov.uk/approot/mayor/strategies/dom_violence/index.jsp 

Other developments include working in partnership with Cityspace to provide practical information for survivors of domestic violence on all 200 of their i-point internet kiosks and provided the bulk of the material for the BBC website established to support their recent domestic violence campaign ‘Hitting Home’.  In addition we have recently embarked upon two major new pieces of development work.  The first is the Stella Project, a partnership project with the Greater London Alcohol and Drug Alliance, which is working to develop work with perpetrators and survivors of domestic violence who also misuse substances.  The second is Sane Responses which is working to ensure that both the domestic violence and mental health sectors improve their services for women experiencing domestic violence and mental health problems. We work closely with several Government Departments and are regularly consulted on research, policy and legislative developments.

In the last year we have also been expanding the support which the Project provides to the voluntary sector. We aim to increase the opportunities for voluntary sector groups to network, share information and develop support mechanisms. Among other things we are producing a monthly e-newsletter to update people on the project and other information relevant to the sector.  We hope that this work will ensure that the expertise and knowledge of the voluntary sector is integrated into all future domestic violence work in London.

GREATER LONDON DOMESTIC VIOLENCE PROJECT

3rd Floor, City Hall, The Queen’s Walk, London, SE1 2AA

Email:  davina.james-hanman@london.gov.uk, rachel.carter@london.gov.uk or joanne.creighton@london.gov.uk 

Registered Charity Number:  1039534
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