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JOB DESCRIPTION
	POST
	ADMINISTRATOR fillin "TITLE" \d ""

	GRADE/SALARY
	£25,694 - £29,033  Pro Ratafillin "" \d ""

	EMPLOYER
	National Parks England

	RESPONSIBLE TO
	SENIOR POLICY OFFICER, NATIONAL PARKS ENGLAND

	CONDITIONS OF SERVICE
	NATIONAL JOINT COUNCIL FOR LOCAL GOVERNMENT SERVICES AS AMENDED LOCALLY 

	WORK BASE
	LONDON


PURPOSE
To further NPE’s policy aspirations through the smooth running of the Association’s office and providing efficient support for the Association’s activities.    

MAIN DUTIES AND RESPONSIBILITIES
1. Being responsible for the administration of the NPE office.

2. Maintaining the post, database, archiving and filing systems and ensuring effective support for the Association’s IT needs.

3. Supporting the preparation of papers; taking notes and producing minutes for NPE Board and English National Park Officers Group meetings.

4. Ensuring the NPE website and any other NPE related social media are up to date and disseminating NPE communications to National Park Members and staff.

5. Providing the secretariat for the All Party Parliamentary Group on National Parks, including the arranging of meetings, speakers, advertising, and production and dissemination of notes.  

6. Organising and dealing with telephone enquiries, emails and letters to NPE from a wide variety of organisations and individuals and levels of seniority.

7. Arranging appointments and making travel arrangements, including planning timings, events, visits, preparing meeting papers and liaising on follow up action as required.

8. Occasionally undertaking research and policy analysis, drafting briefings, internal papers and consultation responses as appropriate.

9. Liaising with Professional and Working Groups established jointly by the National Park Authorities. 
NPE is a small organisation, and the duties of this post may be subject to adjustment (in consultation with the post holder) from time to time.  The post holder will be expected to carry out any such other duties commensurate with the grade of the post as the Lead National Park Officer and Senior Policy Officer may reasonably request. 

	LAST REVIEWED AND IMPLEMENTED
	NOVEMBER 2016 fillin "date" \d ""


NATIONAL PARKS ENGLAND

Administrator Post

Person Specification

	
	Essential
	Desirable

	Qualifications
Business Administration/ICT qualification or equivalent or relevant proven ability

Educated to GCSE level demonstrating numeracy and literacy
	√

√
	

	Experience & Knowledge
Previous experience of working in a secretarial/administrative role, including note/minute taking of complex discussions

Experience of office administration including cost-effective purchasing

Knowledge of the context in which National Park Authorities operate

Experience of working independently of other staff and also being part of a team as and when required

 Experience or knowledge of updating websites and social media 

  Experience of organising meetings and small events
	√

√

√

√


	√

√



	Skills 

Previous experience of carrying out focussed research and information gathering, and good analytical skills
Excellent interpersonal skills to deal effectively with a wide range of groups and individuals

Ability to build strong working relationships both within National Parks England and externally

Excellent verbal and written communication skills

Meticulous attention to detail

Excellent ICT skills, including the ability to use e-mail, word processing, spreadsheet, database and presentation packages effectively 

Excellent organisational skills and ability to work to tight deadlines and prioritise a diverse workload
	√

√

√

√

√

√

√
	

	Personal Attributes

Good problem solving skills and ability to use own initiative to ‘get the job done’
A keen interest in and firm commitment to the aims of National Parks

An understanding of the issues currently facing rural areas

Ability to work a flexible pattern and be available for occasional evening and weekend work 

Ability to travel to sites and destinations to meet the requirements of the post
	√

√

√

√
	√




National Parks England
Administrator 
Conditions of Service

Salary scale - The salary is £25,694 - £29,033  Pro Rata. 
The expectation will be to appoint at the lowest end of the scale.  The post is on a 5 point incremental scale.  An annual increment up to the maximum point on each pay scale is also payable from 1 April each year, subject to satisfactory performance.

There is also an annual pay increase effective from 1 April each year.  The percentage increase will be the same as the National Joint Council for Local Government Services increase.  In 2017 this increase is expected to be 1%. 

Hours of work - The post is full time, and assumes an 18.5 hour week.  Working days will be fixed, though NPE is open to negotiate at the point of appointment whether these hours are undertaken over a 5 or 3 day period depending upon circumstance.

Very occasionally, some evening or weekend work may be required, for which time off in lieu can be taken. Overtime is not paid. 
Travel expenses - Reimbursement will be provided for 2nd class public transport, or 45p per mile.

Holidays - 13 days per year, plus Statutory Public Holidays, rising by half a day a year to a maximum of 14.5 days annual leave for three years or over of service.  The leave year is from April – April.
Probation period - The post is subject to a 4 month probationary period.

Disciplinary/Grievance Procedures - Based on ACAS recommended procedures.

Sickness - Sickness pay is based on length of service and is as follows:




Year 1 – 2 weeks full pay, 1 month half pay




Year 2 – 1 month full pay, 1 month half pay




Year 3 – 2 months full pay, 2 months half pay




Year 4 and beyond – 3 months full pay, 3 months half pay

Pension - NPE will make a contribution to the individual’s private pension scheme on a 2:1 ratio up to a maximum employer contribution of 12% of salary.

Notice Period - Two months.

Place of work - NPE’s office in London is currently based at CAN Mezzanine, 7-14 Great Dover Street, Southwark, London SE1 4YR. 

Supplementary Information

This supplementary information provides background information on National Parks England (NPE) and the National Park Authorities. It explains how your application will be considered.
National Parks England 
National Parks England, formally known as the English National Park Authorities Association (ENPAA), was established on 1 April 2006. It represents the interests of the nine English National Park Authorities and the Broads Authority.

In April 2008, ENPAA became a not for profit company limited by guarantee and subsequently changed its name to National Parks England. NPE exists to support policy and practice by coordinating the views of the 10 Authorities. It does this by:

· Providing a collective voice for the views of the English NPAs

· Raising the profile of the work of the authorities to policy makers, Parliamentarians and other decision makers

· Facilitating discussion amongst NPAs on issues of common concern

· Supporting the development and capacity of the NPAs to effect change

· Working in partnership with other bodies where this adds value

All nine English National Park Authorities and the Broads Authority have agreed to work together. They see NPE as central to their interests and as the focal point for representing the Authorities on policy, financial, legal and operational matters. Each Authority contributes funds towards NPE on an equal basis. The Budget for 2017/18 will be approximately £220,000.       

NPE is governed by the Board of Directors – comprised the Chairs of each of the National Park Authorities. This meets on a quarterly basis. The staff of NPE are ultimately responsible to the Board and the Chair of the Board. On a week to week basis, the NPE Executive Director liaises with a lead National Park Officer/ Chief Executive. You will be line managed by one of NPE’s two Senior Policy Officers.
NPE is changing its staffing complement following a return to work of one of our staff, and a decision by the NPE Board to recruit an additional post.  The full team will comprise:   

· Executive Director (FT)
· Senior Policy Officer (PT) x2
· Senior Project Officer (FT, 1 yr only)

· Administrator (PT) 
It is vital for NPE to liaise and maintain good relationships with National Parks UK (based in Brecon). This sister body exists to support the dissemination of training and the promotion of the National Parks as places, rather than the work of the Authorities as institutions.

The individual Authorities have much expertise in key areas. It will be obvious from the above that a clear understanding of the skills, policies and priorities of the individual National Park Authorities is vital to successfully carrying out the role. The Authorities collectively agree their priorities and to this end a four year Business Plan has been adopted 2016/17-2019/20. This helps guide NPE staff, and staff in the individual Authorities working on collective projects to have a clear sense of direction and priority. 
There are a number of different meetings which provide an opportunity for National Park Authorities to come together, share experience, and take decisions. For England in particular, these include meetings of:

· the English National Park Officers; and 
· the Chairs of the English National Park Authorities (‘the Board’).
Part of the collaborative effort of the English National Park Authorities operates through a series of topic based Working/ Professional Groups. There are approximately twenty groups. Generally, they meet twice a year and are often chaired by a National Park Officer/ Chief Executive. NPE staff have a role in supporting and supplementing the work of these groups, within the framework and priorities set by the NPE Business Plan.

NPE is based in London to facilitate access to decision takers and to minimise travel time. Its office is based relatively close to Parliament and Whitehall.  
About the National Park Authorities

NPAs have a unique status within Government, being a hybrid between freestanding Local Authorities and Non-Departmental Public Bodies. Information about the National Park Authorities can be found on each of their websites. An easy way to access these is via the NPA’s joint web-portal, www.nationalparks.gov.uk. This contains more information about National Parks UK. For more information on National Parks England see http://www.nationalparksengland.org.uk/. 
Currently there are nine National Park Authorities, and the Broads Authority.  Funding for the NPAs has been protected in the most recent Spending Review, with a four year settlement. The NPAs have increasingly been seen as delivery agents for a variety of Government initiatives and their expertise is increasingly sought after within Defra and other partner organisations.

There is a long and productive history of collaborative working between the National Park Authorities in Britain. Over the past few years the NPAs have made great strides towards gaining the recognition they deserve and towards widening their responsibilities in an appropriate manner. There is a hugely exciting agenda for NPE to help move the National Park Authorities further up the political agenda – if you have the interest, commitment and skills. 
About the Administrator post 

The Administrator post-holder will ensure that the NPE Office runs smoothly and efficiently, supporting the overall effectiveness of the organisation and its staff team. 

As a small organisation with a single office base, NPE is particularly reliant on dependable administration underpinning our core work. The post-holder will need to be experienced in a wide range of administrative and secretarial tasks, and will work closely with the other members of the NPE staff team to provide responsive support on administrative issues. A positive and flexible approach will enable the post-holder to react to the needs of the organisation, anticipating and resolving problems as they arise.
NPE is based in an open-plan shared office building managed by CAN Mezzanine. The post-holder will take care of the day to day management of the immediate NPE office domain including filing and procurement of stationery and office materials, and will liaise with CAN staff and other service providers as necessary. NPE receives IT support from an external company, and the post-holder will be responsible for liaison with this company to ensure that IT issues are flagged and resolved promptly.

Servicing a range of regular meetings and occasional events will be a core part of the post. The post-holder will book rooms and venues, arrange catering and IT / audio-visual equipment, and take minutes of meetings which may involve a range of organisations and representatives including Government officials and Ministers. The post-holder will take care to maintain discretion and confidentiality where required.

The post-holder will also provide the secretariat for the All Party Parliamentary Group on National Parks, which is comprised of MPs and Peers with an interest in National Park issues. This will involve liaison with MPs’ offices to arrange meetings and events of the Group, and to ensure that it abides by the necessary rules and regulations to remain on the register of APPGs.

Occasionally the post-holder may be called upon to undertake information gathering or research tasks to support the policy-focused work of the organisation. For example, this may involve contacting officers working in National Park Authorities to collect and collate data on a particular topic. In these instances guidance will be provided by the other members of the NPE staff team.

Line management and supervision will be provided by one of NPE’s Senior Policy Officers, who has previously been responsible for the administration of the organisation.

Completing the Application Form

The information below is designed to assist you to fill out the application form as effectively as possible.

· Examine carefully the job description and person specification, and analyse how your skills, knowledge and experience match each of the requirements set out in the person specification. Please remember that voluntary experience, or that otherwise gained outside of work, may be helpful too.

· Please ensure you complete all sections of the application form. CVs will not be accepted. 
· If you are unable to fit all your details in the space provided, you are welcome to attach additional information up to a maximum of 4 sides of A4 paper (minimum font size 12). Please note, we will not consider more than the first four sides.

· The section seeking information on your experience is an important part of the application and should be used to tell us how you think you meet each of the criteria listed in the Person Specification. If you fail to do this you are unlikely to be short-listed. You should pick out specific examples from your past experience which clearly demonstrate you possess the skills required. It is not sufficient to merely state that you possess these.

· Decisions about short-listing will be based solely on the information you provide on your application form. We cannot make assumptions about your skills or experience, even if you are already known to us.

Short-listing and the interview process

NPE’s recruitment and selection process is designed to support equal opportunities. The aim of the procedure is to select the applicant whose skills, knowledge and experience most closely match the requirements of the post, as set out in the person specification.

After the closing date, applications will be short-listed by at least two people and an assessment made on how each applicant’s skills, knowledge and experience relate to the essential selection criteria in the person specification for the post. Applicants who appear to meet these requirements most closely will be invited for interview. 
The interview panel will be made up of two or three people. The purpose of the interview is to allow us to ask questions to expand on the information you have provided on your application form, so we can make a judgement on the extent to which you meet, or exceed, the selection criteria for the post. We aim to do this objectively and fairly, and the questions we ask will be specifically aimed to test the selection criteria.

We may ask you to carry out a job-related selection exercise that will involve the use of Microsoft Office programmes.  
The panel will keep a record of their assessment of each candidate so the reasons for their decisions are clear and justifiable. Candidates will be informed of the outcome of their interview as soon as possible. Exceptionally, if panel members feel the need to obtain further information before making a decision, you may be asked to attend a second interview. 
Returning your Application Form

The HR team at South Downs National Park Authority are helping us with the administration in filling this vacancy. Completed application and monitoring forms should be e-mailed to NPE@southdowns.gov.uk by 11.30pm on 23 January 2017.
Please note that we will use the e-mail address you provide on your application form for all correspondence and we may also contact you by telephone.  If you do not hear from us within 2 weeks of the closing date your application has not been successful on this occasion. 
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