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Job title:	Supported Internship Administrator

Line Manager:   Supported Internship Project Manager

Salary: 	 £20,311.20 FTE

Hours:		Part time or Full time (minimum 3 days a week, 21 hours)

Location: Based at Generate office, 73 Summerstown SW17 0BQ, may be required to travel to Internship site, can be flexible around remote working. 

Introduction to Generate
Generate has been creating opportunities and offering support to people with a learning disability since 1972.  We are committed to improving the lives of people with a learning disability by supporting and encouraging them in a creative way to access opportunities in their communities, take their place as citizens and reduce their reliance on services.  

In addition to our youth and community services targeted at people with a learning disability, we also provide Job coaches to supported internship programs through the Access to Work government grant.  Internship are targeted at people between Special Educational Needs between the ages of 16-25. The aim is to give vital experience to the Intern in the workplace and transition them to paid employment. 

Main Purpose of the Job
[bookmark: _GoBack]Responsible for supporting the project manager in a number of ways; such as internal and external communications, scheduling, bookkeeping and date entry.
You will be dealing with all paperwork regarding this project and ensuring it is all kept up to date.

Detailed Responsibilities and Duties
Duties will include but are not limited to: -
· Preparing, organising and storing information in paper and digital form such as funding applications, funding letters, declaration forms, DP222 claim forms and more.
· Upload relevant documents into SharePoint and Charity log
· Fill in DP222 claim forms according to timesheets
· Liaising with Project Managers and Finance Co-ordinator with getting invoicing documents together
· Actioning Access to Work adviser information requests  
· Chasing up funding paperwork with clients
· Send out relevant documents to Access to Work via post
· Update data on excel spreadsheet and Charity Log database 
· Aid Finance Co-ordinator with information and documents required to chase debtors

General Responsibilities
· To be an active member of the Generate staff team.
· To comply with all relevant Generate policies, procedures and guidelines, including but not limited to Equal Opportunities, Health & Safety, Children &Vulnerable Adults, and Confidentiality of Information. 
· To represent Generate positively in a variety of situations and respond professionally to general enquiries.
· Although normal office/ retail/ hospitality sector hours will apply, the post holder must be flexible in his/her hours to meet the needs of Generate.
· Keep records and report on outcomes of your work.
· Keep up to date with current issues and good practice in the field of the Access to Work programme.
· Engage with support offered by colleagues and undertake training as required.
· Undertake any other reasonable task relevant to the work of the organisation that may be requested by the management team.

	Experience/Knowledge:
	Essential 
	Desirable

	High levels of practical experience using MS excel 
	*
	

	Strong administration and interpersonal skills
	*
	

	Effective written and verbal skills
	*
	

	Good organisational and time management skills
	*
	

	Ability to work well under pressure and meet deadlines
	*
	

	Previous Finance/Admin experience
	
	*

	Be able to work in a small team - be willing to support with other areas of the business
	
	*




COVID-19 considerations:
All applicants must be vaccinated for Covid-19 or agree to be vaccinated on appointment.

Generate principles:
1. Generate members will always be at the heart of Generate and at the centre of every decision
1. Generate will dream big to enable people with a learning disability to explore, shape and develop their own futures
1. Generate is committed to having respectful and genuine relationships with everyone
1. Generate works to link people with their local communities and support them to maintain their connections
1. The Generate approach is about using and developing our skills, knowledge and experience and engaging our hearts when we work each individual to improve their lives.
1. Generate will work together with members, families, partners and stakeholders.
1. Generate will empower people with learning disabilities to campaign for their rights

Generate is an equal opportunity employer
Charity No: 1069548 Company No: 3461665
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