Torridge Volunteer Cars
Business development administrator Job Specification
1. The Business Development administrator (BDA) is employed by and is responsible to Torridge Volunteer Cars and will be line-managed by the Office Administrator.   The post has been devised in connection with a Big Lottery grant, which has been awarded to a partnership comprising most of the North Devon Community Transport Associations and Age Concern. The grant has been made to enable members of the partnership to increase the number of their drivers and also the number of their passengers fully to meet the need for  community transport in their area. The following paragraphs define the duties of the position.
2. The BDA will be responsible for TVC meeting its Big Lottery objectives. Targets have been set for recruitment of both drivers and passengers, which will need to be reported on quarterly. In addition, the Trustees of the Charity meet four times a year and the BDA will be required to report to them on the progress of the Lottery bid. In the first instance, the BDI will be expected to spend time learning the use of the  Optimise toolset and understanding how the charity operates.
3. The BDA will be responsible for liaising with the other Lottery partners, particularly the Lead Partner, which is Age Concern. This liasion may take a variety of forms, including taking part in co-operative initiatives, sharing good ideas and also ensuring that TVC’s initiatives do not conflict with other CTA initiatives.
4. The BDA will normally operate from the TVC offices in Bideford. These offices are open from 09:30 to 13:30 Monday to Friday except Bank Holidays.
5. TVC already has a website and a Facebook page. However due to shortage of resource, these are not regularly maintained. The BDA will be responsible for maintaining and enhancing these resources as appropriate to achieve the lottery objectives. The BDA will also be expected to use any other approprate social media and channels of communication and maintain them. 
6. The BDA will be expected to create opportunities for recruiting drivers e.g by contacting organisations and offering to talk to them, arranging to set up stalls in local supermarkets etc. Once fully briefed on the work of TVC, the BDA may give talks and man stalls as appropriate or arrange with Trustees, Administrators and other suitable people to do so. Appropriate expenses may be claimed for all such work and any time spent on such work, will be accounted for as part of their normal office hours. 
7. Once trained the BDA will provide holiday and sickness cover for the Office Adminstator. The following list of duties of the Office Administrator is not comprehensive but covers those duties, which would need to be performed in that instance: 

· To be a keyholder for the office, unlocking the office and closing the office at the close of office hours. The office will be open from 09:30 to 13:30 Monday to Friday. 
· To monitor e-mails during office hours and deal with them appropriately. To listen to messages first thing and deal with them. To ensure that the answer machines are turned off at 10:00 and switched back on again at 13:00.
· To provide continuity for the volunteer administrators, most of whom are only in one day a week, ensuring that any matters carried over from the previous day are communicated to the volunteer administrators. 
· To accept and receipt all admin charges and donations supplied by drivers and walk in customers
· To document, investigate and resolve any complaints and issues, whether raised by drivers or passengers and pass details to the Trustees, escalating them immediately to the Trustees where it has not been possible to resolve them. 

Bookings Administrator Person Profile 
	Personal Qualities
	· Confident
· Sense of humour
· Patient
· Well-Organised
· Diplomatic manner
· Enthusiastic
· Sensitive to equality issues
· Sensitive to volunteer issues

	Qualifications
	· No specific formal qualifications
· Basic numeracy and literacy.
· Because of potential duties outside the office, it would be desirable if the person had access to their own car. 

	Work Skills
	· Computer literacy
· Expert in Social Media
· Familiarity with MS Word and MS Excel
· Good telephone manner
· Ability to work on own initiative to deadlines
· Ability to resolve disputes diplomatically. 
· Good written and verbal communication skills. 
· Understanding of need for confidentiality

	Work Experience
	· Experience fund raising
· Experience in recruitment
· Office/Admin Experience
· Experience working as part of a team
· Marketing





