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Supporting Families in the Local Community
CHEXS Mission
Helping raise children and young people's self-esteem, skills and aspirations while addressing confidence issues that stop them achieving their potential. Also to support the whole family, helping raise parents' ability to communicate with their child which in turn can improve relationships and support development.


CHEXS Part Time Administration Assistant Job & Person Specification

Job Title: Part Time Administration Assistant

Reports To: CHEXS Office Manager

Working Hours: 15 hours per week. Term time plus 2 weeks (40 weeks per a year)

Salary: FTE £26,543 pro rata (plus 6% Pension Contribution. This is optional after 6 months)

Term: Permanent position
Place of work: Theobalds Enterprise Centre, Theobalds Business Park, Innovation Place, Platinum Way, Cheshunt, Waltham Cross EN8 8YD
Context
CHEXS is a values-led charity working to build resilient families and thriving communities. We empower children, young people and their families by building confidence, self-esteem, and aspirations while addressing practical and emotional barriers to learning and wellbeing.
Our approach builds children and young people’s self-esteem beyond academic, technical, or vocational subjects. We focus on broader development by helping young people discover their interests and talents while building resilience, confidence, and independence. CHEXS also supports the physical and mental health of young people.
Alongside directly supporting children and young people, we work with the whole family to address underlying challenges at home, such as poverty, isolation, mental health issues, and parenting capabilities.
Purpose of Post
This position is to provide administration support across the organisation. The role will be responsible for recording information on to our database, dealing with enquiries, supporting events, liaising with schools and partners, supporting the Senior Leadership Team and contributing to the smooth running of the office. Flexible working will be available between our office in Cheshunt and from home
Key Areas
1. Systems & Data Management
2. Administration & Office Support
3. Events and Community Support
4. Finance & Course Management
5. Programme & Impact Support
Duties and Responsibilities
Systems & Data Management
Data entry to the CHEXS CRM DATABASE system to ensure information is kept up to date. 
To manage referrals from schools and other agencies 
Create and manage surveys on SurveyMonkey and Google forms 
Ensure compliance with data protection requirements when handling information.

Administration & Office Support
Respond to enquiries for CHEXS services by email, letter, and telephone.
Update and maintain CHEXS calendar and annual planner.
Organise and manage meetings and events including booking rooms, sending invites, and preparing materials. 
Prepare and send emails and letters to funders
Order stationery and office supplies.
Maintain team driving documents and holiday spreadsheets.
Manage printing request and costs.
Manage Mini bus bookings 
Provide administration support for CEO and SLT team and Marketing team.

Events and Community Support
Support the organisation of CHEXS events to ensure they run smoothly.
Organise and manage CHEXS raffle activities for events, including sourcing and delivering prizes.
Support organisation of CHEXS Grow Club.
Circulate flyers and brochures for courses/events, including creating brochures with dates and emailing to schools.
Manage weekly school communications, including enrichment programme updates.
Set up and manage registers for events and programmes.
Support and coordinate volunteer recruitment, packs, and communication.

Finance & Course Management
Use QuickBooks to create invoices for services and courses
Count funds received from events and process banking.
Request and process staff expenses and mileage claims.
Manage bookings for Parent Workshops and Professional Courses, including First Aid.
Manage Eventbrite for CHEXS courses and events.

Programme & Impact Support
Organise paperwork for Growth Programme including risk assessments and school folders.
Ensure student enrolments, evaluations, and interventions are added to the CRM system in a timely manner.
Help produce the CHEXS annual School Impact Reports.
 
GENERAL
Provide administration support to all CHEXS staff members.
Assist in all CHEXS community events such as CHEXS Family Day and CHEXS Family Fun Run.
Attend and contribute to CHEXS team meetings.
Support Marketing and Communication Officer with social media requirements.
Entrepreneurial Operating System (EOS)
Adopt and implement the EOS framework to enhance CHEXS’ operational effectiveness.
Ensure alignment with the organisation’s vision and goals by using tools and practices within the EOS framework:
· Vision: Communicate the organisation’s core vision to align the team with common goals.
· People: Foster accountability and ensure the right people are in the right roles.
· Data: Use measurable outcomes to track performance and inform decisions.
· Issues: Address challenges effectively using the IDS (Identify, Discuss, Solve) framework.
· Process: Standardise and document processes for consistency and scalability.
· Traction: Set clear priorities and goals to achieve measurable progress.
Equal Opportunities
CHEXS is committed to openness and equality of opportunity in every activity, from the way we employ staff to the way we deliver services. It is a central responsibility of all members, managers, and employees of the charity to ensure that every individual we interact with is treated with dignity and respect.
Disclosure and Barring Service (DBS)
This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974. An enhanced disclosure will be sought through the DBS as part of CHEXS’ pre-employment checks.
Health & Safety
It is the duty of every employee to comply with CHEXS’ policies and, while at work, to take reasonable care for the Health and Safety of themselves and others affected by their actions.

PERSON SPECIFICATION

	Qualities
	Working towards / Essential
	Desirable

	Qualifications 

	Good level of English and Math 

	Administration/business qualification Level 2 and above

	Experience
	You will have previous experience working within an office environment.
Knowledge of office administration procedures
Attention to details and high level of accuracy 
	 

	IT skills

	Outlook – produce emails and maintain filing system
Word – able to produce documents/letters, set up mail merges
Excel – able to set up spreadsheets including formula, charts and formatting.
PowerPoint – to produce presentations that convey complex information to a range of audiences.
Good general knowledge of Social media platforms 
	Previous experience of using bespoke databases

	Personal attributes

	The ability to adapt and take on challenges within the CHEXS charity objective.
Good communication skills
Able to work well as part of a team
Discretion
Confidentiality 
Work well under pressure
Good organisation skills
Able to work on own initiative
Able to prioritise tasks and meet deadlines. 
You will have a flexible problem solving approach to your work.
		

	Circumstances

	Happy to work unsupervised and alone 
Possesses a full driving license and access to own car to travel independently across various locations
If required to be able to work some late afternoons/evenings to help with CHEXS projects and activities 
Able to work occasional weekends to help cover community days
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