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[bookmark: _Toc141343525]About Women’s Aid 
Women’s Aid is a national, feminist organisation working to prevent and address the impact of domestic violence and abuse.  We do this by advocating, influencing, training, and campaigning for effective responses to reduce the scale and impacts of domestic abuse on women and children and providing high quality, specialised, integrated, support services.
[image: C:\Users\sherlockc\Women's Aid\Women's Aid - Comms & Fundraising\Various\Values.jpg]

Our vision is an equal Ireland with zero tolerance of all forms of violence against women, including domestic abuse.  For more information read our Women’s Aid Statement of Strategy 2022-2024.
[bookmark: _Toc141343526]About the Helpline Department
The Helpline Department offers supports to women subjected to Domestic Abuse through its 24 hour National Freephone Helpline, Instant Message Support Service, Email Service, Text Service and the Power to Change Survivor Programme. The role of the National Freephone Helpline (NFH) Administrator is to provide administrative support to the frontline services for women impacted by domestic abuse provided by the Helpline Department. The work of the NFH Administrator will be underpinned by the values and principles of the organisation and will consistently promote the strategic goals of Women’s Aid.

[bookmark: _Toc141343527]Helpline Department Structure
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[bookmark: _Toc141343528]Benefits of Working with Women’s Aid
· Annual Leave: Annual leave entitlement is 25 days per annum pro rata.
· Privilege Days: Good Friday and Christmas Eve.
· Pension: Women’s Aid operates a contributory pension scheme, which all employees may join after 6 months in the organisation.
· Maternity Leave: Women's Aid will pay full salary (less Social Welfare benefits) for the period of the 26 weeks paid leave (subject to 1+ year service).
· Parents’ Leave: 7 weeks’ leave topped up to full salary during the first 2 years of a child’s life, or in the case of adoption, within 2 years of the placement of the child with the family for eligible employees.
· Employee Assistance Programme: Women’s Aid provides an extensive employee assistance programme operated by Peninsula.
· VHI: Women’s Aid operates a group VHI scheme, which you may join.
· Death in Service Benefit: Available for all employees to the value of 2 years’ salary. 
· Health Services Staffs Credit Union: Employees of Women’s Aid may join the Health Services Staffs Credit Union.
· Trade Union Membership: The staff of Women’s Aid has an option of joining the recognised representative Trade Union Forsa.
· Training Allowance: Annual allowance for staff members to undertake training to enhance skills and expertise (subject to budget availability).
· Travel Supports: Bike-to-work schemes and tax saver commuter tickets. 
· Equality and Diversity: Women’s Aid is committed to the promotion of equal opportunities and cultural diversity.

About the Role
[bookmark: _Toc141343529]Title: National Freephone Helpline Administrator 
· Reference: NFHAdminSept2023 (please cite in all communications with Women’s Aid) 
· Reports to: National Freephone Helpline Manager 
· Hours: Part-time, 20 hours per week (Monday to Friday, 9am-1pm) 
· Contract: Permanent Contract (subject to funding) 
· Location: Women’s Aid Head Office - 5 Wilton Place, Dublin 2 
· Salary: Women’s Aid Clerical Officer Scale, point offered commensurate with experience and budget 

 NFH Admin Responsibilities
General Admin
· Manage the day-to-day administration of the Helpline department including (but not limited to): dealing with all general queries by telephone, MS Teams, email, letters, invoices etc; ordering stationery; creating infographics (through Canva) and computer IT support; photocopying. 
· Arranging and attending internal and external meetings, including taking minutes, and distributing/filing related paperwork in an efficient and timely manner.
· Assisting the Volunteer Coordinator with work such as communicating with volunteers, distributing schedules, creating documentation, organizing events, and additional tasks as requested.
· To ensure required materials/documents are available and accessible for the NFH Staff and Volunteers (e.g. Useful Numbers list, Training Recordings etc.) and are updated and distributed as required (shared on Genesys, MS teams, OneDrive and SharePoint). 
· Maintain and update the NFH Information resource pack (update details of internal and external services changes, adding new services information as required etc.) and update the NFH Staff, Volunteers and systems with relevant changes. (move it up)
· Support the collation of the monthly Relief Panel/staff hours for the HR locker system sign off and submission of payroll.  
· Research and gather supplementary data (for example researching particular ‘trends’ or specific issues that may be presenting on the NFHelpline) for the NFH, as requested. 
· To support the NFH Manager in ensuring all health and safety and data protection requirements are maintained. 
· Maintain filing and process systems in line with GDPR and practice/policy guidelines. 
· Filing internal paperwork both hardcopy and softcopy, as required.  
· Act as the primary support to NFH team members in their efficient and correct usage of the organisations HR system (HR Locker) to ensure all departmental information is accurate and kept up to date. 
· Support team members in using the new HR Locker system, as required.
· To support the NFH Staff team and Volunteers with any technical issues arising with the NFH systems or phones, and be a primary department point of contact for IT and other systems support. 
· To support the recruitment process of new staff (receiving applications, managing standard replies to candidates, arranging individual interview dates and venues where necessary). 
· To maintain confidentiality at all times. 
· To support the NFH Manager with the smooth operation of the NFH department. 
· To attend regular one to one supervision meetings with the NFH Manager. 

Statistical Entry and Data Collection 
· To assist in inputting data, as required, and collate statistics (monthly, quarterly and annually) from the HL database for Board reports, annual report, funding reports and funding applications and as required by the NFH Manager.  
· To assist in the general monitoring of the functioning of the Helpline Database and report any issues promptly to the NFH Manager/IT support. 
· Support the annual recruitment process of new Volunteers (updating database of potential Volunteers, managing standard replies to interested Volunteers, arranging individual interview dates when necessary. 
· Support the administration of the Power to Change Programme (updating database of potential participants, managing standard replies to interested participants, issuing meeting information, participant resources and evaluation forms etc.). 

 Occasional Duties
· Support organisational reception leave cover (in conjunction with other department administrators) which includes acting as the front of house person, dealing with callers to the building, answering the reception phone/call transfer/taking messages, responding to phone messages and reception/info emails and recording post on a daily basis .
· To attend quarterly organisational meetings and take minutes as required. 
· Perform other duties as appropriate to the post as may be assigned from time to time, commensurate with the responsibility of the post. 
· Promote the overall aims and values of Women’s Aid at all times. 
· To work as part of a dynamic team, a degree of flexibility will be required. 

[bookmark: _Toc141343530]Person Specification
[bookmark: _Toc141343531]The ideal candidate will have:
· Excellent administration and organisational skills.
· A minimum of 3-5 years’ experience in creating, developing and maintaining
Office/IT systems and procedures.
· A minimum of 3-5 years’ information management skills and experience,
including MS Office (e.g. Word, Excel, PowerPoint, SharePoint, MS Forms and MS Teams). 
· Excellent knowledge and experience of working with databases – Experience using Microsoft Power BI and working with the Genesys platform, in particular, will be an advantage.
· Excellent knowledge and experience of statistical entry and reporting.
· Comfortable handling and reviewing data.
· Familiarity with HR Locker or similar HR administration systems is desirable.
· Excellent verbal and written communication skills.
· Excellent interpersonal skills with a track record of working with members of the
public.
· Excellent ability to work as part of a team and on own initiative.
· Ability to prioritise work, plan own workload and manage time effectively.
· Commitment to the elimination of gender inequality and an interest in the work of Women’s Aid.
[bookmark: _Toc141343532]How to Apply
Application Form: Application forms, clearly referenced NRHAdminSept2023 in the subject line, should be sent by email only to Carmen Iturregui at Carmen@womensaid.ie. 
Please note that only application forms are accepted. CVs will not be considered.
Closing date: 12 noon, 15 September 2023
Please note that due to a high number of applications we may not be possible to respond to applicants who have not been shortlisted for interview. 
Interview schedule: It is anticipated that first round interviews will be held on Tuesday 26th September. 
The successful candidate is expected to start in post as soon as possible.
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