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JOB DESCRIPTION
	JOB TITLE:
	Charity Team Manager (CTM). Friends of Blandford Community Hospital (FBCH)

	PAY BAND:
	As determined and reviewed by the Management Board

	LOCATION:
	Blandford Community Hospital.

	ACCOUNTABLE TO:
	The Friends Management Board.

	LINE MANAGER:
	The Friends Management Board.  

	KEY RELATIONSHIPS:
	Management board, other FBCH employees, volunteers.

	HOURS OF WORK:
	30 hours per week over 5 days within office opening hours.

	JOB SUMMARY

KEY ELEMENTS
	This post is to lead the team and the day to day running of the Friends office
General office management

Line management of all staff including annual appraisals. 

Provide cover in absence of other staff
Prepare reports and accounts for the board

Attend board meeting to present reports

To be responsible for maintaining FBCH membership database



	MAIN DUTIES AND RESPONSIBILITIES



	
	· To support and manage the staff team to ensure efficient operational activity of the charity. 
· To undertake supervision and annual appraisals of all staff.
· To carry out general administration and secretarial duties for the President, Chairman, Treasurer and Management Board as required.   

· To support and arrange the staffing of the office at all times to ensure telephone calls and incoming communications are handled in a timely way.
· To ensure the office is adequately equipped (e.g. stationery supplies) as required to maintain the office functions.
· To attend Board and Council Meetings to provide a report and update Trustees.

· To undertake any other duties or reasonable management requests in line with the skills, qualifications, level and competence in role.
Key Element of Role
Staff and Office Functions
1. To supervise all staff and undertake   management of the Team which includes Community Support Coordinator (CSC) the Shop Coordinator (SC) and Office Support Worker (OSW)
2. To deal with all HR / people management  including absence and attendance management, annual leave requests, appraisal and performance management, training, recruitment and staff contracts . As per current policies and within statutory requirements.
3. To process all HR administration including new starter documentation, job descriptions and DBS checks for staff; and to issue contracts, policies / handbooks and ID badges as appropriate.
4. To update HR policies and documents as necessary in line with statutory requirements.

5. To comply with all equality, diversity and inclusion requirements in line with the Equality Act.

6. To gain advice and guidance from external HR consultant as and when appropriate, in order to ensure HR requirements are met and to ensure compliance of statutory provisions. 
7. To carry out relevant duties in the absence of the Community Services Coordinator (CSC), Shop Coordinator (SC) and Office Support Worker (OSW) as needed. 

8. To arrange and amend urgent transport requests and amendments to transport arrangement or minibus shopping/social trips already put in place by the CSC/OS.  
9. To liaise with volunteers (drivers and shops) and clients as necessary.
10. To comply with all Health and Safety requirements in line with statutory duties.
General Finance

1. Responsible for checking of invoices for payment, setting up of payment via the electronic banking system (or cheque) for final authorisation by Treasurer.

2. Responsible for the checking of volunteer expenses from the CSC/OS, issuing payment via the online banking system (or cheque) for authorisation by the Treasurer. 

3. Responsible for maintaining the electronic cash book and dealing with day-to-day queries. 

4. Responsible for the entry of all financial transactions into the cash book and allocating to the appropriate category within the accounts (supervised by the Treasurer).

5. Responsible for ensuring the transactions recorded in the cash book agree with the information in the bank account, by accessing and reconciling with online bank statements on a regular basis. (Supervised by the Treasurer).

6. To prepare working papers for the end of year accounts (supervised by the Treasurer).

7. To countersign, as requested by the Treasurer, cheques for payment (from the charity funds) when amount is over £500.

8. To ensure accuracy of Sales accounting and banking information, liaising with the Shops Coordinator as necessary.

Report and Accounts

1. To support the Treasurer in producing the annual charity report (AGM) report and accounts as requested.  The Treasurer will provide the detailed accounts report and the  CTM will help to prepare the standard wording and will liaise with the publishers.

2. To liaise with Council members up for re-election.  

3. To liaise with the President, Chairman regarding arrangements for a guest speaker at the AGM.  To advertise the re-elections and AGM in the local press – in line with the charity commission guidelines and rules of the Constitution.

Finance and Projects

1. To ensure that all requests for funding are notified to the chairman of Finance and Projects and then noted for inclusion at the next Board meeting.

2. To process requests for application forms for funding (available electronically and in paper form).

3. To coordinate with relevant staff/hospital management funding requests and obtain full details.

4. Responsible for all hospital requests being authorized by Hospital Matron prior to being submitted.  
5. Responsible for tracking outstanding funding requests, keeping up to date records for the Board. 
Council and Management Board Meetings
1. Responsible for Agendas and relevant paperwork produced and distributed in liaison with the President for the Council Meetings. 
2. Responsible for Agendas and relevant paperwork produced and distributed in liaison with the Chairman for the Management Board Meetings. 
3. Responsible for minutes being taken and produced, submitted in liaison with the Secretary, following authorisation from the Meeting Chairman. 
4. To attend Management board and Council meetings as required to present reports.
Stationery and Printing

1. To ensure office stationery is ordered and take delivery as necessary from suppliers agreed by the Board. 

2. To ensure any printed paperwork is ordered from supplier agreed by the Board.
3. To discuss any additional office equipment or printing with the Board and gain appropriate authorization  prior to ordering.

Distribution of Newsletters/Summer Update

1. To lead  the production of a regular newsletter in conjunction with other team members.
2. To lead  the distribution of the newsletter and sort/produce labelled envelopes for dispatch to members for distribution of newsletters and summer update.

3. To engage  delivery volunteers to  help with delivery as and when needed.  

Contact with Outside Agencies / Dorset Network

1. To maintain contact with outside agencies as required such as banks, suppliers, HMRC and HR support.
2. To liaise with other local charities and Friends as necessary.
3. To submit and maintain Charity information as required by the Charities Commission including annual returns. 

4. As directed by the Chairman the CTM will distribute agendas/minutes and relevant paperwork as and when necessary, to all members attending Dorset Network meetings.

5. To arrange the booking of venues and refreshments for Dorset Network meetings.

6. To liaise with NHS Hospital management where necessary.

Meetings and Committees

1. To produce with the President and Chairman an annual calendar of meeting dates including Council/AGM/Board meetings, for the following year, on behalf of the Council and Management Board (in November annually).

2. To book all rooms for these meetings in agreement with hospital management ( through Hospital Room Bookings).

3. To send out agendas, minutes and paperwork for all meetings.- 

Membership Database

1. Responsible for the upkeep of the membership database, supported by the OS.

2. To update the database details for new members and to send both a welcome letter and/or welcome pack with information about the Friends as required.

3. To process new bank standing orders and/or electronic bank subscription payments.

4. To pass on all cash membership to Treasurer to be banked.

5. To submit banking information  to the Treasurer to enable the accounts to be reconciled on a monthly basis when bank statements are received.

6. To record on database, as per  monthly bank statements, the details of payments made by Bank Standing orders (BSO).

Gift Aid

1. Responsible for producing the relevant paperwork and collating the data, including personal data of eligible donors and date/amount paid for authorisation by the Treasurer for submission to the HMRC on an annual basis.  



	
	Data Protection and GDPR
1. GDPR requires the Friends of Blandford Hospital to maintain strict security in relation to personal data held by them. You shall not transfer personal data to anyone outside the Company (e.g. giving out home telephone numbers or details of an employee or Trustee) nor disclose any personal data that you become aware of as part of your work without authorisation by the Board.  It is a criminal offence to access or disclose personal data held by the Charity, without authority. 



	
	

	
	This Job Description is non-contractual and will be periodically reviewed to ensure that it continues to meet service needs and in line with statutory requirements. The post holder will be involved in the review process with the aim of reaching agreement on any reasonable changes which may be required. In the event that agreement is not achieved, the Charity reserves the right to implement any reasonable changes.  



	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


PERSON SPECIFICATION

	1.
	KNOWLEDGE, SKILLS AND TRAINING
	ESSENTIAL
	DESIRABLE

	
	Evidence of previous management role in retail, and/or  , office environments
	Yes
	

	
	Evidence of IT skills across word, database and spreadsheet management
	Yes
	

	
	Experience of planning transport services 
	
	Yes

	2.
	JOB SPECIFIC EXPERIENCE
	
	

	
	Experience of working in a volunteer organization
	
	Yes

	3.
	MANAGERIAL/SUPERVISORY EXPERIENCE
	
	

	
	Experience of recruiting and management of volunteer workforce
	Yes
	

	
	Experience of HR procedures such as appraisal, sickness and annual leave management and HR policies and administration
	Yes
	

	
	Experience of recruiting and management of staff / team
	Yes
	

	
	Experience of managing employee relations or conflict management 
	Yes
	

	4.
	FINANCE/RESOURCES
	
	

	
	Previous experience of managing cash and banking procedures
	Yes
	

	
	Demonstrable experience of  preparing and presenting financial information to treasurer and board 
	Yes
	

	5.
	INFORMATION TECHNOLOGY/RESOURCES
	
	

	
	Proficient IT skills, normally obtained through practice or practical training 
	Yes
	

	
	Demonstrable experience of using a range of IT applications, including word processing, spreadsheet, database and/or presentation software to RSA 3 or equivalent standard
	Yes
	

	
	Ability  to design posters, leaflets and publicity information to high standard using all medias available 
	Yes
	

	6.
	PERSONAL QUALITIES/ATTRIBUTES
	
	

	
	Demonstrable organizational skills, attention to detail, time management and prioritization skills
	Yes
	

	
	Evidence of demonstrating the Blandford league of Friends values and behaviors.
	Yes
	

	
	Excellent communication skills to be able to engage volunteers, external agencies and board members 
	Yes
	

	
	Evidence of working closely with community groups, preferably in health care organization’s
	
	Yes

	
	Excellent written and verbal skills
	Yes
	

	
	Ability to motivate, develop and lead an effective team with a ‘can do’ attitude 
	Yes
	

	7.
	BUSINESS TRAVEL
	
	

	
	Subject to the provisions of the Equality Act, able to travel using own vehicle on Friends charity business
	Yes
	

	8.
	ADDITIONAL REQUIREMENTS
	
	

	
	Demonstrable skills in written and spoken English to a standard which enables the post holder to carry out the full range of duties and responsibilities of the role effectively
	Yes
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