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June 2010

Dear Applicant

Personal Assistant/Office Manager, Stonewall Scotland
Thank you very much for your enquiry about the post of Personal Assistant/Office Manager at Stonewall Scotland.  Please find enclosed:

1. Application pack
(includes background information, job description, appointment criteria, diversity policy, terms and conditions and guidance for applicants)
2. Application form

3. Recruitment analysis form

Please send your application to alice.ross@stonewallscotland.org.uk marked ‘Private & Confidential’ in the subject heading, or if you don’t have access to 
e-mail please post to Alice Ross marked ‘Private and Confidential’ at Stonewall Scotland, 9 Howe Street, Edinburgh, EH3 6TE.
Please note that the deadline for the submission of completed applications is 5pm, Friday 9 July. Please also ensure that you return the recruitment analysis form with your application.

Thank you for your interest in Stonewall Scotland.  We look forward to receiving your completed application.

Yours sincerely,
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Carl Watt 

Director, Stonewall Scotland

Personal Assistant/Office Manager, Stonewall Scotland Background Information
Stonewall – history

Stonewall was founded in 1989 by people campaigning against Section 28 of the Local Government Act. Their aim was to create a highly professional lobbying group and to put the case for equality on the mainstream political agenda by winning support within all political parties.

Our lobbying work remains important today. However, our activities have expanded significantly in the last four years. We promote new research, we’ve taken on high profile legal test cases and we’ve developed significant new programmes around both the workplace and education.

Stonewall Scotland – history

Stonewall Scotland was set up in 2001 in response to demand from supporters in Scotland. As well as significant media and political work recent successes include amendments to the adoption and fostering bills and the introduction of the hate crime bill which has recently been implemented in Scotland. We have also developed successful programmes seeking to improve public services and workplaces for Lesbian, Gay, Bisexual and Transgender (LGBT) Scots.  
Personal Assistant/Office Manager
As our work programmes and staff base has grown significantly over the past few years, we require a dedicated Personal Assistant and Office Manager to work closely with the director to manage the organisation’s facilities and day to day activities. 

The post will be based in central Edinburgh.

We particularly welcome applications from black and minority ethnic candidates who are currently under-represented in our workforce. Appointment will be made on merit.

Personal Assistant/Office Manager, Stonewall Scotland 
Job Description
Accountabilities:

This post reports to the Director of Stonewall Scotland

Key responsibilities:
Office Management

· Assist Director with managing office finance – petty cash, invoice processing, invoice raising, credit card expenditure, finance queries
· Keep track of funding expenditure through invoices
· Assist Director with office HR – recruitment, A/L and sick leave, CRB checks 
· Manage office organisation and logistics
· Liaise with external IT support to manage office IT systems and equipment
· Manage office telecommunications and equipment
· Manage office filing system and contacts database
· Manage office maintenance
· Provide introductory information and manage the induction programme for all new staff members
Director Assistance

· First point of contact for people contacting Director

· Manage and maintain Director’s diary and filing systems, coordinating meetings ensuring relevant minutes, papers are available
· Draft, print and despatch correspondence for Director

· Assist in organising travel, accommodation, itineraries etc. for Director, tracking and submitting expenses

· Ensure Director is aware of other GB activities/events

Administration Assistance

· Provide administrative support for events, stakeholder communications and Stonewall Scotland project mailings 

· Manage stationery requirements and literature stocks for the office including Stonewall and Stonewall Scotland publications

· Ensure visitors to Stonewall Scotland are courteously received and accommodated

· Administer office shared filing system

· Process incoming and outgoing mail

· Coordinate staff and team meetings

General

· Conduct the duties of the job description in accordance with the operational policies of Stonewall, including but not limited to equal opportunities policy and Code of Conduct

· Work within health and safety legislation

· Maintain good working relations with management committee members, staff, volunteers and other stakeholders

· Contribute to the general administration, well running and development of the organisation

· Undertake any other reasonable duties as may be required

This is an outline role description and is subject to change in consultation with the post holder. The requirements of this post can be discussed further with the Stonewall Scotland Director. 

Personal Assistant/Office Manager, Stonewall Scotland Appointment Criteria
Experience – essential

· Demonstrable experience of office management 

· Excellent communication skills including telephone skills

· Working to support a director/senior manager and wider team

· Excellent organisational and planning skills

· Computer literate including Word, Excel and PowerPoint programmes

· Interest in Stonewall’s campaigning activities and programmes
Experience – desirable

· Experience of database management

· Experience of office filing systems

· Experience of managing office finance

Skills and knowledge – essential

· Strong interpersonal skills, able to relate effectively and appropriately to a wide range of people

· Excellent organisational skills

· Excellent attention to detail

· Keen and enthusiastic learner

· Ability to adapt and work in a changing environment

· Ability to work under pressure, occasionally at unsocial hours

Skills and knowledge – desirable

· Knowledge of database management systems
· Knowledge of drafting and editing correspondence
· Understanding of equality and diversity issues, LGBT in particular

· Working with volunteers

Personal Assistant/Office Manager, Stonewall Scotland 
Diversity Policy
Stonewall recognises the value of having a diverse group of people involved in the organisation, and wishes to use the differences that people bring with them as a resource to maximize efficiency and creativity in furtherance of our mission and objectives. 
Stonewall sees diversity as the visible and invisible differences between people, such as gender, race, ethnic or national origin, disability, sexual orientation, age, gender identity, social class, language, religion, education and family/marital status, and recognises that these differences can lead to different ways of thinking, behaving, communicating and working. Stonewall believes that these differences enrich our organisation.
Stonewall will work to ensure that all its staff, volunteers and consultants have equal opportunity to achieve their full potential in carrying out their activities. In the context in which Stonewall operates there may be occasions when the application of this policy may be constrained in practice, but any such situation must be clearly justifiable and based solely on operational realities. 
Stonewall will not tolerate:
1. any unlawful or unjustifiable acts of discrimination
2. any form of harassment
Where such discrimination or harassment occurs action will be taken under the disciplinary procedure, and may include dismissal for serious offences. 
Stonewall is committed to promoting diversity and equality and to monitoring our progress in this area. 
The Chief Executive is responsible for ensuring that this policy is implemented. In keeping with Stonewall’s ethos and principles, it is expected that all staff, trustees, volunteers and consultants become familiar with the policy and ensure that their language, behaviour and practice are consistent with its requirements.
Personal Assistant/Office Manager, Stonewall Scotland 
Terms and Conditions
Place of Work:
9 Howe Street, Edinburgh, EH3 6TE
Working Week:
This is a full-time permanent position. Core office hours are from 9.30 a.m. to 5.30 p.m.; however the demands of this post require a flexible approach to both the timing and duration of the working day

Salary:
Salary is c. £16-18,000 dependent on skills and experience and is subject to annual review. Salaries are paid on the 24th day of each month. 
Annual Leave:
25 days annual leave (rising to 27 after three years service) eight statutory holidays and three ‘Stonewall days’ over Christmas, pro rata.  The leave year runs from 1 January to 31 December.


Probationary and 

Notice Periods:
The post is subject to a six month probationary period.  During this period you are entitled to receive, and are required to give, at least two weeks’ notice of termination, which must be in writing. After successful completion of the probationary period you are entitled to receive, and are required to give, at least one month notice of termination, which must be in writing.
Pension:
Stonewall will contribute up to 8 per cent of salary to a recognised personal pension scheme of your choice.
Sick Pay:
Prior to completion of the probationary period sick pay will be at the Chief Executive’s discretion. Thereafter an employee who is absent from work due to sickness will be paid up to four weeks at full pay and four weeks at half pay in any 12 month period. After two years continuous service an employee absent from work due to sickness will be paid up to 12 weeks full pay and 12 weeks half pay in any 12 month period.
Health Insurance:
Staff are provided with free health insurance. This is a taxable benefit and membership of the scheme is optional. 

Death in Service 

Benefit:
Staff are provided with a death in service benefit equivalent to one year’s salary. 

This is a taxable benefit. The current details of the scheme may be obtained from the Head of Finance. The benefit is discretionary and may be reviewed from time to time.

Salary sacrifice:
After one year’s service, all staff may sacrifice salary in order to take up to five days additional leave (pro rata for part time staff).

Personal Assistant/Office Manager, Stonewall Scotland Guidance for Applicants
The covering letter indicates the details which should be included in the pack, please check that you have received everything and if not please contact Alice Ross on 0131 557 3679 or at alice.ross@stonewallscotland.org.uk  
We shortlist applicants for interview by matching the details given on the completed application forms against both the job description and the appointment criteria.  We will be looking for clear evidence to show whether or not an individual’s experience, skills and knowledge match those set out in the appointment criteria and job description. Please make clear how your experience, skills, knowledge and abilities match the requirements, citing whatever evidence you can. 

We are interested in all relevant experience, wherever you have gained it. This means that, as well as paid employment, we’re interested in hearing about any experience that you may have had in voluntary roles that may contribute to your ability to meet the requirements of the job. 

All parts of the appointment criteria and job description should be addressed as information not given or not made explicit on the application form cannot be taken into account in the short-listing process.  Please note that CVs are not accepted and information given on a CV will not be considered.  

It is helpful to us if you can submit your form by email in type.  If however you prefer to submit a hard copy, please submit in black type to assist in photocopying.

Please ensure that your application reaches us by the closing date shown in the covering letter.  

Unfortunately, owing to the very substantial number of applications we receive, we are unable to provide feedback on unsuccessful applications.
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