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Job Description - Office Administrator & Communications Co-ordinator
Salary: Dependent on experience
Hours:  25, Monday to Friday between 9am and 4pm

Duties:  

· Implementation of administrative systems. 

· Development and updating of the website, Twitter and Facebook accounts.

· Applying for grants and funding.

· Processing and paying invoices and expenses.

· Production of monthly and annual accounts and reports.

· Organisation and attendance of AGM and conferences, including booking travel and accommodation for attendees.

· Production and distribution of publications, correspondence, election & voting papers in audio, Braille, and print formats.
· Production of EC minutes from audio recording.
· Liaising with NFBUK members, the Executive Council, members of the public and professional organisations in response to queries and requests. 

· Maintenance and updating of the membership database including Officer information, sub-groups, representations on outside bodies, and subscription preferences.

· Maintenance of computer records of calls, correspondence and documents. 

· Ensuring office and all equipment is serviced and maintained, sourcing quotes and overseeing work.
Please note: this job involves working alone in a stand alone building.
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