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JOB DESCRIPTION
			
	

	Job Title
Family Work Administrator
	

	
	

	Department
Family Work
	Team

	
	

	Reports to (Job Title)
Family Work Service Manager 
	

	
	

	Responsible for (number of supervisees)
0
	Job Grade 


	
	

	Location

Edinburgh House
	Contract Type
20 hours per week
Subject to funding 
(7.5 hours FCS/LTO – Ends March 2027
5 hours PTFC – Ends March 2027
7.5 hours EFT – Ends March 2029)

	
	




“YMCA is a Christian organisation, committed to Equality and Diversity in the Workplace. The Organisation is also committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.”


Purpose of the Job
The primary purpose of this role is to provide comprehensive administrative coordination and operational support across key family intervention programmes, including Planning Together for Children (PTFC), the Family Coordinator Service (FCS), and the Enabling Family Time (EFT) programme. You will serve as the central point of contact for organising group sessions, managing service data, and ensuring the seamless handover of support to families in transition.
Given the sensitive nature of our work, this position requires the highest level of discretion and professional integrity when handling confidential family data. You will be responsible for ensuring that all records are maintained in strict accordance with GDPR regulations, ensuring that every note is accurate and objective, as these documents may be required for use in a court of law.

Main Duties and Responsibilities

PTFC Administration:
· Be the primary point of contact for PTFC clients.
· Ensure PTFC clients receive all necessary information for e-learning and group attendance in a convenient and timely manner.
· Prioritise PTFC KPIs by liaising with staff and the Family Work Manager to collect and manage data.
· To oversee the input of all client data accurately and efficiently into the database.
· Monitor electronic filing systems to ensure files are stored effectively.
· Collaborate with colleagues for a smooth PTFC referral process.
· Deal with all inquiries politely and efficiently.
· Book interpretation services when required.
· Comply fully with YMCA policies and procedures for Safeguarding, Equality & Diversity, Professional Boundaries, Health & Safety, and attend relevant training.
· Undertake other assigned duties as needed.


Family Coordinator Service

· Add new referrals to Liquid Logic and acknowledge receipt to referrers via email.
· Handle phone and email inquiries related to the Family Coordinator service.
· Analyse and submit data reports monthly and as required.
· Issue Foodbank vouchers to Family Coordinators (when needed).
· Issue eVouchers to Family Coordinators (when needed).
· Oversee the allocation of the Household Support Fund (HSF) when needed.
· Book interpretation services when needed.
· Undertake other assigned duties as needed.

Locally Trusted Organisation 
· Maintain the contact book of the central network partners.
· Send email and diary invitations for the central network meetings.
· Send follow up notes and slides from the central network meetings.

Enabling Family Time 
· Contact both parties involved in new EFT referrals to gather information and pass it to the relevant EFT Worker.
· Book room hire/contact venues when needed.
· Book interpretation services when required.
· Ensure new referrals are added to the database.
· Provide office cover when required.
· Handle phone and email inquiries related to EFT.
· Undertake any other duties as needed. 







Person Specification
	
	
	Essential
	Desirable

	Admin qualifications (NVQ L2)
	
	
	ü

	Good IT skills including Microsoft Office applications
	
	ü
	

	Good communication skills and ability to deal with both public and organisational queries.
	
	ü
	

	The ability to work unsupervised
	
	ü
	

	Administrative experience in a busy office environment
	
	
	ü

	Ability to maintain confidentiality and discretion at all times
	
	ü
	

	Ability to work collectively with other staff
	
	ü
	

	An interest in developing skills and knowledge associated with department functions.
	
	
	ü

	A knowledge of the voluntary sector
	
	
	ü

	The ability to drive
	
	
	ü

	Familiarity with figure work
	
	
	ü

	Willingness to undertake training.
	
	
	ü




This appointment is subject to: 
· DBS clearance 
· 2 references 
· The employee will be expected to undertake any appropriate training provided by the employer to assist them in carrying out their duties 
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