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ABOUT US

The JDA vision is of a world where there are no barriers to communication and understanding between deaf and hearing people; a world with respect, inclusion and equality for deaf people.  

JDA is an independent charity.  To ensure deaf people can get the very best out of life, it provides a range of social, cultural, educational, information and support services for people of all ages, all faiths and all methods of communication - from babies to older people, their families, care-givers and professionals who work with them.

JDA is in North Finchley, London, and services are offered to people throughout the UK.

JDA reflects Jewish values and welcomes all.

ABOUT YOU

If you are looking for a rewarding career in an uplifting environment and would like to use your outstanding administrative skills and personal talents to strengthen the efficiency and financial stability of a growing charity with high impact and a big heart … then this could be the job for you! 

The successful candidate will be able to write fluently and engagingly, and have experience of working independently in a busy environment within the charitable sector.

Working in JDA’s lively community centre, the first port of call for JDA supporters, a key member of the JDA staff and volunteer team and working closely with the Chief Executive, committees and funders, you will have a warm, friendly personality, a helpful nature and a positive, “can do” attitude.

With excellent organisational, administrative, computer and people skills, you will take pride in doing 

a great job and happily be involved in every aspect of ensuring the efficiency and effective running of the charity, its services and fundraising activities.
You will have the ability to deal with issues efficiently and with good humour, stay calm and keep smiling whilst managing changing priorities.  With lots of energy and enthusiasm and a proven ability to apply initiative and common sense to tasks, you must be able to work harmoniously with people at all levels.
The JDA employs a highly committed, supportive team of exceptional people who always go above and beyond.  We now need someone responsible and flexible, who will thrive on the variety of this fulfilling role.
JOB PURPOSE
a) To ensure the efficiency and effective running of the charity

b) To help develop JDA’s fundraising and income - to increase funds for the charity year on year.
ACCOUNTABILITY

The Charity Administrator reports to the Chief Executive.  
THE ROLE OF THE CHARITY ADMINISTRATOR
This Charity Administrator will be starting (together with other new staff) at an exciting time when JDA will be celebrating its 70th Anniversary.  

The role could involve taking on any of the following varied tasks at different times.
A 
FUNDRAISING ADMINISTRATION
1. Administering donations and nurturing supporters

a) Processing donations, grants and other fundraising income

b) Creating personalised acknowledgements
c) Developing and nurturing relationships with potential, new and existing supporters, to keep increasing awareness, goodwill and support for JDA

d) Creating and maintaining administrative systems, ensuring all donations are processed and acknowledged promptly, contacts are recorded efficiently, updates/approaches/follow-ups are made at the right time and that the fundraising department runs efficiently and effectively
e) Legacy administration

2. Database management
Becoming highly proficient in the use of the organisation’s database software (with training) and ensuring it is used for maximum impact, including:

a) Maintaining records, capturing data and ensuring donor management/development work is recorded accurately by everyone who uses the database
b) Working with colleagues on the ongoing development and review of administrative processes
c) Extracting data and creating reports
d) Responsibility for database housekeeping 
e) Ensuring data retained conforms with current data protection legislation

3. Fundraising events and related activities

a) Administration arising from fundraising and public relations activities

b) Attending fundraising committee meetings, taking Minutes and following-up on actions required

c) Supporting the team with event organisation, when needed

4. Measuring and reporting on the impact of JDA’s services

a) Together with colleagues, maintaining systems for measuring and reporting outcomes

b) Inputting, analysing and extracting appropriate data
c) Helping to complete reports e.g. for funders
B
ASSISTING THE CHIEF EXECUTIVE
a) Administration and assistance with all aspects of the effective running and development of the charity, including staff, volunteer and service management; governance, HR; Health and Safety

b) Attending Board Meetings, keeping Minutes and following-up on actions required

c) Resolving specific issues and dealing with enquiries and tasks which arise
d) Any other duties as may reasonably be required within the scope of the post.
C
GENERAL

The Charity Administrator will be expected to:

a) Develop an in-depth understanding of the organisation’s client groups, services and ethos.
b) Develop the skills required to communicate effectively with deaf and hard of hearing people.

c) Attend and participate positively in team meetings and contribute to the development of 


services within the Jewish Deaf Association.

d) Ensure the observation of the organisation’s policies and practices, including those relating to 


confidentiality, equal opportunity and discipline.

e) Work with consideration as part of a team of deaf and hearing colleagues.

f) Become proficient in the operation of the organisation’s database software and website.

g) Work independently with minimum supervision.

h) Work occasional flexible and out of office hours, as needed.
The successful applicant for this position will have the following attributes:

EXPERIENCE

Essential

· Minimum of three years’ experience and proven track record of working with minimal supervision in a charity administrator or other relevant role within a charity

· Experience of working independently in a busy environment

· Experience of establishing, maintaining, analysing and reporting complex spreadsheet systems

· Experience of database management and analysis
Not essential, but helpful

· Experience of working within the Jewish community
· Experience of charity administration
SKILLS AND ABILITIES

Essential

· Proficiency in advanced database management and analysis (JDA uses Blackbaud’s Etapestry system – training provided)
· Strong computer literacy skills including proficiency to a high standard in Windows-based software packages including Word, Excel, Outlook and PowerPoint

· Competence with numerical data
· Ability to be patient and thorough when dealing with complex paperwork (relating to both the charity and the personal matters of vulnerable clients)

· High levels of accuracy and sharp attention to detail
· Excellent verbal and written English

· Ability to take high quality Minutes

· Ability to communicate clearly and concisely

· Ability to engage positively and constructively with people at all levels
· Strong organisational skills and efficiency
· Ability to take responsibility for a project and see it through from start to finish

· Ability to work to strict deadlines

· Resilience to manage multiple demands whilst maintaining an organised work environment
· Ability to focus and work considerately in an open-plan office
SKILLS AND ABILITIES

Not essential, but helpful

· Understanding of Jewish culture and community
· Understanding of Deaf culture and community
PERSONAL STYLE AND BEHAVIOUR

· Loyalty

· Integrity

· Ability to relate to people with sensitivity and respect

· Confidentiality, tact and discretion at all times

· Calm nature

· Positive outlook and willing to “muck in” on a wide variety of tasks

· Willingness to be a flexible, helpful member of the staff team

· Ability to use initiative and work independently

· Ability to work occasional out of office hours as required

· Desire to learn and ability to accept instruction
· Passionate to make a difference working for a small but high-impact charity
This job description is subject to alteration in response to changes in legislation or the Jewish Deaf Association’s operational procedures.        
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