Job Description

Job Title: Database Administrator (Part time – 3 days a week))
Responsible to: Office Manager

Main purpose of post:      To maintain MVSC’s database and provide clerical and administrative support to the organisation.

Main duties include:

· To maintain the database and produce lists and mailing labels
· To provide administrative support to the MVSC staff team

· To undertake general office duties such as answering the telephone, photocopying and mailings 

· To implement office procedures and assist with updating procedures

· To assist with arrangements for meetings, events and training sessions

Person Specification

Personal qualities, skills and experience

· Experience in the use of and maintaining databases
· Ability to input data accurately and quickly (typing speed: min. 45 wpm)

· Experience in general administration: record keeping, drafting correspondence, dealing with confidential information, working to deadlines
· Ability to communicate both personally and in writing with a variety of people

· An understanding of how equal opportunities can be reflected in the work of the organisation

· Ability to organise and prioritise work and to ensure deadlines are met

· Ability to work on own initiative
· A willingness to keep up to date with developments in technology 

· Good team-working skills

