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Job Description

	1. JOB DETAILS

	Job title:
	Group Business Administrator       


	Reporting to:
	Chief Executive Officer (CEO) (Mary Smith)


	Accountable to:
	Chief Executive Officer (CEO) (Mary Smith)


	Location:
	Group role – Sizergh, Tebay and Egremont sites 
(Sizergh = legal place of work)




2. Summary
Growing Well is a farm-based mental health charity. Rooted in Cumbria and North Lancashire, our community crop-growing sites in Kendal, Egremont and Tebay are working commercial farms with a difference. We help people unearth new confidence, skills and purpose, allowing them to recover on their own terms, surrounded by fellow growers and a highly skilled team of professionals. 
We help people recover from mental illness, through clinically-supported growing activity. Within a week of referral, people can be with us in the field, cultivating lasting improvements in their mental health, in a supportive, welcoming, and active community setting. 
The role of the Group Business Administrator is to:
· Administrate our group operations and systems, including service, product and project delivery, IT, legal, health and safety, marketing, business development, plus beneficiary and client relationship management 
· Support organisational development at Growing Well, introducing and optimising policies and systems that improve and promote company vision and culture 
· Evaluate organisational operational performance and recommend systems to improve results
3. Key relationships
The post holder will develop strong links with:
· Senior Leadership Team
· All Growing Well colleagues, volunteers and beneficiaries
· Funding and project stakeholders, including external contractors
· Customers and commercial partners

4. Operations and Administration
· Maintain systems that ensure that at all times our sites are safe, productive, excellently maintained and efficiently run.
· Research, options appraise, implement and coordinate the training in of new work systems to drive efficiencies within our operations
· Highlight and provide rationale for organisational investments that add value, financial return, credibility or support to the work of our charity
· Investigate technical and business problems and formulate solutions collaboratively
· Ensure coordination between sites and departments and implement processes and systems to support the organisation's mission. Deliver updates to senior staff representatives and contractors in mental health, finance, HR, income generation, business development and marketing, to ensure organisational safety and fidelity with strategy and governance.
· Coordinate the group portfolio of Health and Safety in partnership with our third party advisors and assessors. Ensure our sites’ total compliance with systems and actions required.
· Administrate our external IT contract and ensure all systems are in line with Information Governance requirements, as set out by the Charity Commission
· Support the maintenance of HR systems and processes 
· Manage and optimise supplier relationships, benchmarking practices, customer feedback mechanisms, risk management strategies and cost control systems to improve efficiency and effectiveness and foster a continuous improvement culture.
5. Support

Line Management
· Regular meetings with the CEO will take place. They will review all leave applications, including study leave, sickness/absence, return to work etc. and will participate in the annual appraisal process
Appraisal
· The CEO will undertake annual appraisal with input from others as appropriate
· The employee will be required to prepare for the appraisal and provide relevant data including caseload and outcomes
· The employee will be supported to set goals for the forthcoming year

Continuing Professional Development
· A CPD plan should be negotiated annually with your line manager and supervisor based on your appraisal goals
Study Leave
· It will be considered/approved by your line manager, if it is necessary and/or advantageous to the performance of your job and the needs of the service will be able to be met in your absence 

6. Health and Safety

Employees must be aware of the responsibilities placed upon them under the Health & Safety at work Act (1974), to ensure that the agreed safety procedures are carried out to maintain a safe environment for employees and visitors.

7. Risk Management

All staff have a responsibility to report all accidents, incidents or near-misses promptly and when requested to co-operate with any investigations undertaken.

8. Equality and Diversity

All employees of Growing Well have responsibility to: 
· Act in ways that support equality and value diversity
· Treat everyone with whom they come into contact with dignity and respect
· Act in ways that are in accordance with Growing Well’s ‘Code of Conduct’

9. Safeguarding

All employees have a duty for safeguarding and promoting the welfare of children and adults at risk. Staff must be familiar with Growing Well’s Safeguarding Policy and the process for raising concerns about the welfare of anyone with whom they have contact. Staff must also ensure they receive the appropriate level of safeguarding children and adult training.

10. Information Governance

The post holder must keep records and manage the records they create or hold during the course of their employment with Growing Well appropriately. 

Entries into records (on paper, in an electronic format or both) must be legible, attributable, contemporaneous, signed and dated.  It is essential that information is accurate, complete and relevant.

The post holder is responsible for implementing and maintaining data quality and must follow Growing Well’s policies and procedures to ensure that all information is dealt with legally, securely, efficiently and effectively.  They must keep up to date with the requirements of information governance. This applies to information about volunteers, staff and organisational business

Records must only be shared in a controlled manner subject to statutory legal requirements and agreed security, consent and confidentiality policies, procedures and guidelines e.g., Data Protection Act 2018, General Data Protection Regulations, Caldicott Guidelines, and professional codes of conduct on confidentiality. 
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PERSON SPECIFICATION
POST TITLE: Group Business Administrator 
	Factor
	Essential
	Desirable

	Qualifications/
Training
	Continued professional development

	Business administration
Information Governance / GDPR
Project management
Health and Safety
Safeguarding
Mental Health First Aid

	Experience

	Strategy operationalisation
Financial and budgetary understanding and compliance
Experience in mitigating and managing risk (including financial risk)
Creating and using reporting frameworks
Liaison with senior internal and external stakeholders
Team, individual and performance management, including CPD
Data management (including CRM)
Creating/using digital commerce platforms and proficiency in engaging people in the digital environment

	Delivery of organisational transformation
Evidence of commitment to/interest in the Third Sector through employment experience or charity volunteering
Extensive understanding of media or marketing communications 
Track record of developing and managing commercial supply chains





	Knowledge
	SMART targets 
Health, safety and risk awareness
Risk registers

	Charity law, legislative, regulatory and best practice requirements for Registered Charities
Knowledge and understanding of mental health conditions


	Skills and Aptitudes
	Excellent interpersonal skills
Confidence with data and databases
Outstanding attention to detail 
Ability to engage empathically with a wide range of people
Exceptional written communication skills to different audiences
Excellent listening and oral communication skills
Excellent Microsoft Office and general internet/digital skills
	

	Personal Circumstances
	Passionate about mental health
Excellent personal organisation skills
Highly motivated and self-driven
Commitment to lifelong learning
Willingness to work flexibly
	

	Other requirements
	Promote a culture of:
Belonging, Openness, Inclusion and participation, Empowerment and Safety
Promote Equality and Diversity
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