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Thank you for showing an interest in the post.   Please see details below for the post which includes Project Information, Job Description, Person Specification and information on how to apply and closing dates.  Please note this role may be split between working as an administrator on the GUL Skills Community Hub Project (detailed below) and general administration for Trelya.GUL SKILLS COMMUNITY HUB PROJECT
ROLE PROFILE & APPLICATION PACK
ADMINISTRATOR (GUL & GENERAL) 


Gul, is the Cornish word for ‘create’.  The Gul Skills Community Hub Project includes the delivery of two training projects:
· Gul Skills which provides intensive, holistic and bespoke whole family support, with flexible delivery, designed for each individual.  The 30 participants over a year will be moved towards living wage employment and/or further education through intensive support including Maths and English, confidence building, life skills, taster sessions at Penwith College, health and wellbeing support etc.  
· Gul Café Skills provides training at our Community Café for 30 participants, over a year, with qualifications in food safety and hygiene, customer service, food preparation and more, volunteering opportunities, and developing a community kitchen to prepare them for participation in the hospitality sector.

We work with many partners to deliver the project, including Adult Education, Pentreath Industries, Citizens Advice Bureau, Penwith & Truro College, and local businesses.    ADMINISTRATOR (Gul & General) – JOB DESCRIPTION

	Post Title: 
	Administrator (Gul & General)

	Salary:
	Up to £26,250 per annum FTE based on experience

	Contract Length:
	Fixed term post until 31st March 2026, but likely to continue beyond this date.

	Location:	
	Penzance – some local travel possible

	Reports to:
	Administration & Finance Director.

	Working arrangements:
	Up to four days a week (30hrs a week). We also welcome applications from those who can only work part time as we may be able to accommodate this as a job share. The work may very occasionally include evenings and weekends.

	Purpose of Post:

	To work as part of the administration team, undertaking tasks including (but not exhaustive) admin for the building management, grant claims, purchasing, procurement, financial admin, organising training, room bookings, invoicing, HR tasks, recruitment, etc .



Role purpose:
This is an exciting opportunity to be part of an innovative charity, which is leading the way in addressing social exclusion. 
Trelya aims to break the cycle of social exclusion including enabling adults and young people at risk of social exclusion as a result of social and economic deprivation to develop the skills, knowledge, awareness, aspirations and motivation to make positive choices about their lives and their behaviours. 
Trelya (the Cornish word for change) was registered as a charity in 2001 and is a medium-size independent charity based in West Cornwall.  Behind the images of sun, sea and sand, Trelya is located in one of the most economically deprived communities in the UK; in a county where people experience high unemployment, high house prices, low pay, often seasonal work and rural isolation. 
This role will work as part of the administration team and will work across the Trelya team, working on specific projects, such as both the Gul Skills and Gul Café Skills Project, as well as general administration tasks.
This role is for a highly experienced administrator.  The successful candidate for this role will be an enthusiastic and extremely organised administrator with excellent interpersonal and communication skills. They will possess a creative mind and the ability to think innovatively to solve problems and operate at a fast pace whilst ensuring accuracy. This will be demonstrated by the ability to manage and coordinate daily administrative task,  to take the initiative and work independently, manage changing priorities and work to tight deadlines. The successful candidate will play a key role in ensuring smooth operations, supporting team members, and maintaining an efficient work environment.
This role will be carried out through direct delivery and work within the team.



PRINCIPAL RESPONSIBILITIES
As Trelya is a dynamic and innovative organisation the particular responsibilities, duties and accountabilities may vary from time to time without changing the general character of the role or the level of responsibility entailed. Individual objectives will be agreed via the PDS appraisal process.  As the role is part of the Administration team it could cover any of the following responsibilities.

General Administration
1. To manage the day-to-day office operations, including online filing, scheduling, and correspondence.
2. To handle incoming calls, emails, and other communications
3. To maintain and update records, databases, and office systems. 
4. To coordinate meetings, appointments, and travel arrangements
5. To prepare reports, presentations, and other documents as needed
6. To support and underpin the staff team through the maintenance, upkeep and development of current administrative systems, processes and procedures.
7. To assist with the ordering and procurement of services, equipment and building works in line with Trelyas Procurement Policy and to distribute orders to the relevant teams as they are delivered to Trelya.
8. To support charity activities and events, partner activities, and undertake bookings (for activities such as training, transport, activities), primarily by ensuring that the necessary paperwork & logistics are in place to facilitate their success and helping out when required.
9. To ensure the front office provides a friendly and welcoming service.	
10. To support the management of IT systems.
11. To maintain appropriate records within CPOMS (Trelyas monitoring and evaluation system) of the families Trelya work with to meet all grant funders required monitoring data.
12. To help families in crisis, where relevant, and purchase items in line with Trelyas Crisis Fund guidelines.
13. To undertake additional administration tasks, and cover other Administrative Staff roles, as and when required.
14. To forge and maintain excellent and positive relationships with the participants of the Gul Skills and Gul Café Skills Project and families Trelya works with.
15. To maintain and develop working relationships with key stakeholders and partners and liaise with them and training providers to organise meetings, course delivery, producing agendas and minutes where relevant. 

Building Management & Room Bookings
1. Support Trelyas Finance & Administration Director in the preparation, management and delivery of contracts; building and maintaining strong working relationships with suppliers and contractors, monitoring supplier and contractor performance and quality and assisting with the review process, maintaining all records throughout.
2. To help ensure the Lescudjack Centre is compliant with all relevant Health & Safety Policies.
3. To undertake admin for the maintenance of the Lescudjack Centre (owned by Trelya) including ensuring all servicing, certificates and maintenance is undertaken in a timely manner in line with Trelyas Health and Safety Policy and Fire Risk Assessment requirements.
4. To ensure that any actions arising from any servicing or Risk Assessments are actioned in a timely manner. 
5. To manage room bookings at the centre and invoice monthly for room rentals.
6. To liaise with room bookers and tenants with regards to any building works that might affect them.

Finance and Grants
1. To oversee and complete administration tasks that are specific to grant funders requirements.  This includes recording key data and managing all the relevant paperwork for the quarterly claims.
2. To track and retain all invoices, payments and defrayal for relevant grant claims. To chase any late payments of invoices.
3. To support basic charity accounting and undertake bookkeeping tasks, when required, in line with systems in place. 
4. To support general finance and accounts administration, including overseeing Petty Cash.
5. To assist with the Café Till reconciliation as and when required.
6. To undertake social media and other publicity work in line with the grant funders branding and publicity policy.

HR and Recruitment
1. To undertake HR tasks as and when required.
2. To assist with the recruitment of staff as and when required (advertising & promoting posts, liaising with applicants, organising interviews, drafting letters to applicants etc)
3. To ensure smooth and compliant processing of Disclosure & Barring Service (DBS) applications and maintaining records within our Single Central Record.
4. To assist in onboarding and training new staff.
5. To ensure all staff training is up to date and to book staff onto courses where necessary.

Corporate Accountabilities
1. To oversee the Charity Safeguarding policy and ensure all volunteers and staff are processed according to this.
2. To manage information in line with the Trelyas policies, procedures and guidance on subjects such as Data Protection, Freedom of Information, confidentiality, information security and sharing, the information lifecycle and data quality, to ensure compliance and efficient and effective information governance. 
3. To maintain awareness of Trelyas policies and practices regarding the safeguarding of children, young people and/ or adults who may be at risk. Report concerns/ allegations in accordance with corporate guidance and procedures.
4. To work to eliminate unlawful discrimination, harassment and victimisation and report incidents as they occur. Treat everyone with dignity and respect and ensure individual’s needs are met. Challenge inappropriate behaviour and language constructively, advising on alternatives so the opportunity for change can be considered.
5. To comply with Trelyas Environmental Policy.
6. To adhere to and support developments around quality assurance and performance management processes. 

Personal 
1. To participate in and contribute towards own regular appraisals with the aim of improving individual work skills and safe practice and to take responsibility for own professional development; participate in meetings, briefings, and training events as required. 


Please note there is no budgetary responsibility attached to this post.

Please note there is no management responsibility attached to this post. The Administrator will not be accountable for any other members of staff.





What we are looking for:ADMINISTRATOR (GUL & GENERAL) – PERSON SPECIFICATION

We are searching for an experienced, creative, highly organised, proactive, principled and energetic individual who is resourceful and able to adapt to different situations, be flexible whilst maintaining a positive attitude and who has the determination to overcome obstacles.

About you:
	Education, Qualifications and Training
	Recruitment and Selection

	GCSE English and Maths grade C or above
Level 3 qualification in an administration related qualification or significant experience in administration
Proficient IT skills including MS Office, Outlook, Word, Excel, Power Point with the ability to produce clear and concise reports and presentations.
	Application form and interview



	Knowledge and Experience
	Recruitment and Selection

	Substantial administration experience (within the voluntary sector welcomed).

Experience of administration in maintaining a building (desirable).

Experience of grant funding administration preferred including grant claims.

Direct experience of working in partnership with partner organisations 

Well-developed communication skills, high standards of written English and a good level of numeracy are all essential. 

The skills to accurately input data onto databases, minute meetings and use Microsoft Word, Excel and Outlook is essential.

Experience editing & updating internal databases.

Basic finance and bookkeeping ability.

Experience of Procurement (desirable).

Ability to coordinate and organise.

Good organisation skills with attention to detail.
	Application form and interview

	Self-motivated and able to work under pressure and to meet deadlines.

Discretion, reliability and trustworthy

A warm and helpful manner and the ability to take detailed messages and signpost individuals to the appropriate people.

Excellent attention to detail, as well as the ability to multi-task to complete tasks.

Enjoys working as a team, as well as using initiative and working independently.

Committed to anti-oppressive and anti-discriminatory practice

Committed to improving outcomes for the participants and their families and for  Trelya’s wider target group

Understanding of child protection policies and procedures and the importance of 
safeguarding children, young people and vulnerable adults (desirable)

	Application form and interview



	Skills & Attributes
	Recruitment and Selection

	Able to work flexibly to meet demands of the service including some evening and weekend working, if required (although unlikely). 

Able to communicate effectively and concisely and with a range of different Individuals and groups. 

Ability to effectively plan and prioritise workload associated with administration tasks. 

Confidence and ability to work alone. 

Committed to improving the outcomes for participants of the Gul Skills Community Hub project and the families Trelya work with.

Able to keep excellent records of work.

Effective verbal and written communication skills
	Interview




How to apply: 

We are excited to hear from you if you think the opportunity to work on this project is right up your street and you can demonstrate the skills, attitudes and behaviours which we are looking for.  

Please send a completed Trelya application form which can be accessed via our website which is www.trelya.com to : 30th April 2025

Email to: deborah.parker@trelya.com
Or by post to: Deborah Parker, Trelya, Lescudjack Centre, Penmere Close, Penzance. TR18 3PE

If you would like to discuss this opportunity further, please contact Alison Elvey, Finance & Administration Director, on 07874 879970.




This project is part-funded by the UK Government through the UK Shared Prosperity Fund. Cornwall Council is responsible for managing projects funded by the UK Shared Prosperity Fund through the Cornwall and the Isles of Scilly Good Growth Programme.
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