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	Job Description  

	Job Title
	Administrator 

	This post is part-funded by England European Regional Development Fund as part of the European Structural and Investment Funds Growth Programme 2014-2020.

	Location
	Generator, Cluny Annex
36 Lime Street
Ouseburn Valley 
Newcastle upon Tyne
NE1 2PQ

	Working Hours
	21 hours per week (3 days Mon – Fri) 

	Salary
	£18,500 pro rata 

	Start Date
	As soon as possible

	Location
	Newcastle Upon Tyne, with some remote working 



	Position in Organisation

	Reports to
	CEO  / CFO

	Responsible for
	N/A 

	Budget accountability
	N/A  



	Overall purpose of the job

	To provide administrative support to the Generator team, particularly focussing on our business support activity with additional responsibilities for the Tipping Point music programme and financial admin



	Duties and responsibilities

	Administrative support in relation to Generator’s Business Engagement and Support programmes (e.g. Supply Chain North East, Digital Pathfinders, Digital Union)
1. To work with Business Support Manager and Events and Admin Coordinator to ensure all administrative tasks associated with Generator’s business support programmes are completed to an auditable standard
1. Work with the Business Support Manager to ensure a triage process is in place to direct businesses to the most appropriate mechanism of business support within our programmes
1. Update relevant CRM data where necessary 
1. Ensure all paperwork is completed and accurate in relation to fund monitoring and auditing
1. Provide relevant information and support to Digital Union members, collating new opportunities and liaising with marketing manager to ensure these are communicated effectively to members
1. Help with data collection where necessary

Business Support Meetings
· To attend the relevant business support programme meetings on behalf of Generator
· Create reports for business support meetings where needed


Digital Union Sponsor account management
· To know and understand the purpose of Digital Union, acting as an advocate to all businesses in contact with Generator 
· To work with Events and Admin coordinator to ensure bespoke DU Sponsor events are delivered effectively 
· To support the Business Support Manager in the planning, development and delivery of sector related events associated with Digital Union e.g. Digital Bootcamps 
· Credit control- ensure all payment schedules and contracts are agreed, in place and adhered to


General finance and operations administration 
· To support the Chief Finance Officer and CEO with additional financial administrative support when required e.g. quarterly claims, invoices, fund management
· To liaise with contractors and clients to collect invoices in a timely manner
· Support the Talent Development Manager and Events and Admin Coordinator to collect monitoring and evaluation data from project participants 

General
1. Attend Generator events and represent Generator as required;
1. Be an active member of the core Generator team, contributing to the team’s planning and day-to-day delivery of work;
1. Carry out general office support admin activities including fielding enquiries, responding to emails, answering phone calls
1. Supporting the Generator team where needed during peak times of activity
1. Participate in training initiatives relevant to the duties of the post;
1. Fulfil reporting requirements to CEO
1. Create information for Generator’s Annual Reports;
1. Undertake such other responsibilities as shall be assigned from time to time by the CEO or other senior Generator staff 



	Knowledge, experience and skills required to do job

	The Administrator must be an enthusiastic and creative individual, highly organised and demonstrate the ability to maintain high implementation standards across a number of different project strands. The ability to work independently in a multi-task environment as well as part of a dynamic and supportive team is essential.

	Area
	Essential (required)
	Desirable

	Qualifications
	N/A
	Educated to Level 2 (GCSE or equivalent) in Maths and English

	Experience
	Experience of working in an administrative role showing exceptional organisational ability
Working with financial information- processing payments/ invoicing 
Experience of using a CRM system or other mechanism of managing and tracking information


	Experience of working in & passion for the music, creative & digital industries
Experience of working in a business development / commercially driven environment 


	Skills or knowledge
	Interest in and understanding in the creative and digital industries
Excellent clerical and organisational skills, including a good level of knowledge of Microsoft Office 
Excellent and effective communicator who is able work within a small team on multiple different projects
Able to understand processes and requirements set by funders in order to ensure quality data collection

	Knowledge of funding- both for businesses e.g. ERDF and Music e.g. Arts Council England 


	Physical
	Ability to travel
Flexible approach to working hours 
Willingness to spend occasional nights away from home
Willingness to attend functions during anti-social hours
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