
 

 

Job Description  
 

Job Title: 

 

Location: 

 

Responsible to: 

 

 

Job Purpose: 

 

 

Business Support Officer  

 

YMCA Norfolk communities Office  

 

Head of Communities 

 

 

Provide business, co-ordination, and administrative support for 

the communities’ team. To ensure reports are collated as 

instructed by the Communities Team Managers. To ensure the 

building is secure and log any maintenance concerns. To assist 

the Engagement Workers in the inputting of information to 

ensure our Key Performance Indicators are met. To support our 

engagement workers in the management systems used by 

YMCA Norfolk. To input/collate information and send to external 

partners as and when required. To co-ordinate and develop 

rotas as part of the hand in hand service, offering support to 

our Community Services Manager as required. To support with 

quoting and responding to the Access to Resources Team on a 

daily basis 

 

Roles and Responsibilities: 

 

Administration Support  

 

1. Provide administrative support to the Team,  

2. Provide administrative support to the various community teams across Norfolk 

ie; On track, Mind Matters, Youth Clubs, Families team, Therapeutic services 

3. Collect and Input data- tracking of young people across all services-input, data 

extraction – monthly. 

4. Collect and Input data for all youth club projects on INFORM and work with the 

seniors/managers in post to ensure that all the data is there. You will be 

expected to tell seniors/managers if there is missing data. 

5. Develop, collect and maintain tracking systems  

6. Photocopying, and scanning as required. 

7. Answer the telephone, take and communicate messages  

8. Attend communities team meetings and take notes/minutes and circulate to 

team.  

9. Set up meeting rooms including ensuring tea, coffee and general refreshment 

supply is sufficient.  

10. Maintain performance data on Y-Net for the communities’ team  

11. Track projects on INFORM giving data for monitoring requirements for KPI’S 

such as records, Case Studies.  

12. Place stationary orders for the whole communities’ team- monthly. 

13. Order sundries for Waldegrave as and when required 

 

14. Promote the Smoothie Bike, keeping a diary of bookings and assist with financial 

monitoring such as invoices etc.  

15. Complete relevant financial paperwork for the communities’ team as required.  

16. Invoicing for all projects within the communities team including on track. Ensure 

all invoicing is tracked and recorded on the recording system. 

17. Co-ordinate with the communities service manager the hand in hand service 

setting up rotas/finding support for the team and families in the service 



 

 

18. As and when required support quoting for the team and ensuring the admin 

email mailbox is checked daily 

 

19. Christian Ethos  

 

20. Work in line with the Christian identity of the organisation within the service 

area;  

 

Additional 

 

21. Undertake any other tasks that may be required from time to time in                          

accordance with the postholder’s capabilities and the changing working 

environment. 

 

SCALE 

Staff:  None 

Sites:  Norwich will be the primary location but regular visits to all YMCA Norfolk 

sites may be required. 

 

DISCRETION TO ACT 

The post holder can recommend expenditure for approval by the Communities Team 

Managers 

 

ENVIRONMENT 

1. YMCA Norfolk operates on a 24 hour, 365 days per year basis. 

In line with other staff, the post holder may need to be contacted in the event of 

an emergency related to their Service Area. 

 

2. Unsocial hours 

Occasional projects, meetings and social events may require working evenings and 

weekends. 

 

3. Risk 

The post holder works in a normal office environment so the potential risk is 

assessed as being low. 

 

TERMS AND CONDITIONS 

 

Hours: 37.5 hours per week (9-5pm, Monday to Friday)  

 

Hourly Rate: £9.69 per hour grade C 

 

Annual Leave: 33 days including all bank and public holidays (pro rata for part-time). 

 

Pension Entitlement: Access to contributory stakeholder pension scheme after 3 

months. 

 

Period of Notice Offered and Required: Outside the probationary period, 1 month’s 

notice on either side. 

 

Conditions of Appointment:  Satisfactory references and satisfactory enhanced DBS 

check.   

Person Specification 

 
Youth & Community Project Administrator 

 



 

 

Requirement 
Essential Desirable 

Knowledge 
 

 
 

K1  Knowledge of office processes, including financial controls       

and customer service.   

  

K2  Knowledge of general administration processes.   

K3 Knowledge of YMCA Norfolks working systems such as Y-

Net, People HR and INFORM  

 
 

   

Skills 
 

 
 

S1  Interpersonal skills, sufficient to communicate effectively 

with a wide range of staff and external contacts. 
 
 

 

S2  Good written and verbal communication skills.   

S3  Time and Project Management Skills 
 

 
 

   

Aptitude 
 

 
 

A1  Competent user of MS Outlook, Word, Powerpoint and good 

skills in Excel. 
  

A2  Attention to detail and rigorous approach to best practice.   

A3  Able to demonstrate a clear commitment to excellence in 

service delivery. 

  

   

Experience 
 

 
 

E1  Experience of the voluntary or housing association sector.   

E2  Experience in administration.   

E3  Experience of prioritising a varied workload in a time 

pressured setting. 

 

 
 

   

Education 
 

 
 

Q1  GCSE English Grade C or equivalent.   

Q2  Evidence of recent relevant training.   

 

 

 

 

  

Christian Ethos 
 

 
 

V1. In sympathy with the Christian Identity of the YMCA.   

   

Personal Qualities 
 

 
 

P1  Able to present self and work effectively.   

P2  High levels of honesty, integrity and discretion.    

   

Circumstances 
 

 

 

C1 Able and willing to work unsocial hours.  

 
 

C2  Hold a full driving licence and have own transport.   



 

 

   

Health 
 

 
 

H1  Able to meet the requirements of the post with or without 

reasonable adjustment. 
  

   

Equality and Diversity 
 

 
 

O1  An understanding of equality and diversity.   

 

 


