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The Management Development Network (www.mdn.org.uk), a network of freelance management/governance consultants and trainers working exclusively or primarily with voluntary organisations, is seeking an experienced administrator to carry out all membership, finance and other admin tasks, on a freelance, as-needed basis. MDN is a small organisation whose admin is straightforward but requires careful attention to detail.

This is a new post, made necessary by the current convenor (committee member) who has dealt with admin retiring in early December. Her responsibilities as a convenor have been separated from the day-to-day administrative tasks she did, and these will be done by a paid administrator.

Application and interview
The application form and any supporting material should be sent to mdn@mdn.org.uk or MDN c/o S Adirondack, Flat 39 Gabriel House, 10 Odessa St, London SE16 7HQ , to arrive no later than midday Wednesday 13 August 2014. 

We will let you know by 20 August whether you have been shortlisted. Interviews will take place on Thursday 28 August in London. Travel costs by public transport will be reimbursed. If you are interested in the post but not available on 28 August you are welcome to apply anyway – making clear on the application form which other dates around that time you might be available – as we may be able to re-schedule an interview.

Interviews will be carried out by Sandy Adirondack, the current convenor with responsibility for admin, finance and publications; Andy Cawdell, who is expected to become admin & finance convenor in December; and Anna Stobart, who is expected to become events convenor in December. 

Hours and place of work
There will be a fairly intensive induction process, probably taking two to three days, in September. This will be at Sandy Adirondack’s home-office in southeast London. Andy Cawdell is also likely to attend some or all of the induction.

Most admin responsibilities will be gradually handed over to the new administrator in October and November, and are expected to be fully handed over by the end of November. However, responsibility for venue arrangements for London events taking place in 2015 will not be handed over until those events start being organised. This is likely to be in late 2014, but may not be until early 2015. 

This is a ‘virtual’ post and after the induction period the administrator will carry out the work at their own premises, using their own equipment. We will provide a PAYG mobile phone, MDN email address, and post office box number. The administrator can be based anywhere in the UK.

Weekly hours will be variable and can range from zero if there are no new membership applications to process, no materials to be sent out to members and no event bookings, up to two days per week in the autumn when membership renewals are being processed at the same time as bookings are being taken for two or possibly three events, events for early the next year may be being organised, and the end-of-year accounts (October to September) are being prepared. We estimate an average of a half day/four hours per week (approximately 25 days per year) but this is only a rough estimate.
MDN holds short business meetings in London, generally twice a year from around 4.15-5pm (after an MDN day seminar or workshop), and the administrator will be expected to attend these if possible. It will be particularly important to attend the business meeting from 4.15-5pm on Thursday 9 October 2014, as well as the “transition tea” from 4-6 p.m. on Thursday 4 December, when the “formal” handover to new convenors and the new administrator will take place. The administrator will also be welcome to attend the day event itself (Employment law and HR: Update and problem solving, on 9 October, and Processes that work: Organisational development and appreciative inquiry, on 4 December).

Employment status
We expect the administrator to be registered with HMRC as self-employed for this type of work, and to indicate on their application their hourly fee for this type of work and whether they are registered for VAT. Applicants with their own companies or partnerships will need to confirm that they carry out, and will continue to carry out, work for a variety of clients.

The hourly fee will be assumed to include use of premises, equipment, electricity, internet etc. Other expenses, such as printing/photocopying, postage, travel etc will be reimbursed. There is no provision for sick pay, holiday pay or any other pay.

The administrator (or their company/partnership) will be expected to provide a monthly invoice and will be paid within 14 days of receipt of invoice. They will be fully responsible for tax and national insurance on income from MDN. 
During the induction period (September to mid-October 2014, to be specified in the letter of engagement), either party can terminate the arrangement with written notice effective immediately. During the handover period (to 31 December 2014, unless agreed otherwise in writing), either party can terminate with one month’s written notice. Thereafter either party can terminate with three months’ written notice. However, because the administrator role is so crucial to MDN, longer notice would be appreciated if you can give it.
Applications from third party providers. Applications will be accepted from third parties, such as organisations or businesses which supply admin workers. Such providers should adapt the application form as appropriate. In particular they should show that they can provide consistent cover to the required standard, and will need to indicate on the application their hourly charge-out rate and the amount of this that will actually be paid to the worker.

Accountability
During the induction and handover period, the administrator will be accountable to the current admin convenor (Sandy Adirondack). From mid/late November the administrator will be primarily accountable to the new admin & finance convenor (Andy Cawdell) and through him to the convenors group (equivalent to a management committee). The administrator will also be accountable to the new outreach & communications convenor (Karen Morton) for external mailings, the new events convenor (Anna Stobart) for events admin, and the policy & meetings convenor (Nic Hinrichsen) for admin relating to policy and meetings. 

MDN Scotland, a semi-autonomous section within MDN, deals with its own events, venue arrangements, minutes and some other admin. But all income, expenditure, participant bookings etc are handled by MDN, so the MDN administrator will deal with these and will need to coordinate with the convenor for MDN Scotland (Shirley Otto).

About MDN
MDN is a small, informal network set up in 1991 and operating largely on a self-help basis. Nearly all work has been carried out free of charge by its members, and at least half of speakers or workshop leaders at events are members. The need for a paid administrator has arisen because the member who, as admin convenor, has done all admin since the inception is retiring, and it is not considered reasonable to expect another member to do it on a pro bono basis as she has done.

MDN currently has 72 full members, plus 14 continuing members who no longer meet the membership criteria but want to continue receiving the benefits of membership. We are carrying out a recruitment drive and the number of members is likely to increase, but probably not beyond 125 total.

There are also about 150 Friends of MDN. These are former members, former speakers and others with historic links to MDN, who are invited to events but do not receive the other benefits of membership.

MDN’s annual turnover is only £4,000-£5,000, although we expect it to be higher in 2014/15. For details see the most recent annual accounts, which are being sent with this role description.

MDN is managed by a convenors group, currently comprising Nic Hinrichsen (policy & membership), Sandy Adirondack (admin, finance, publications) and Shirley Otto (events, MDN Scotland). From 4 December it will be replaced with a new convenors group comprising Andy Cawdell (admin & finance), Anna Stobart (events), Karen Morton (outreach & communications), Nic Hinrichsen (policy & meetings) and Shirley Otto (Scotland). It is expected that a new convenor for Scotland will be appointed in 2015.


Main responsibilities
The main purpose of the administrator role is to ensure the smooth running of MDN. The main tasks are as follows, but MDN is going through a transition period during which priorities and processes will be reviewed. The underlying admin procedures are unlikely to change significantly but the specific requirements might change, so it is essential that the administrator is flexible and adaptable.

Communications and database
· Act as a first point of contact for phone calls (very few), post (very little – one or two items a week, except during the renewal period) and incoming emails (variable – perhaps 15-20 per week average, but will increase if MDN becomes better known).
· Respond to routine enquiries and forward others to the relevant convenor(s).
· Keep MDN’s database and email contact lists of members, Friends, media contacts and others up to date at all times.
· Do initial assessment of ‘work opportunities’ and other information sent to MDN for distribution to members, and if it is not clear that they meet the criteria for distribution, forward to policy & meetings convenor for decision.
· Check all mailings before sending out, to ensure they are well written and include all necessary information.
· Send out all bulk e-mailings to members, Friends, media etc.
· Ensure compliance with data protection law and good practice.

MDN currently has a LinkedIn group for members, administered by the outreach & communications convenor. If we expand our social media presence, the administrator may take on some responsibility for this. 

Membership and meetings
· Do initial assessment of membership applications and forward to policy & meetings convenor for decision about whether they meet the membership criteria.
· Process membership applications, renewals, resignations and lapses.
· Keep members’ and Friends’ contact details up to date. Inform convenors and website administrator of changes to members’ details as they occur, and inform members of changes twice a year.
· Collate input from convenors into e-newsletters and reports for members.
· Arrange venues, equipment, refreshments etc for convenors’ and members’ meetings if these are not linked to an MDN seminar or other event. (They are usually immediately after an MDN event, so do not need separate arrangements.)
· With the policy & meetings convenor, draw up agendas and pre-meeting reports for convenors’ and members’ meetings.
· Attend members’ meetings (and convenors’ meetings, if requested to do so by the policy & meetings convenor) and take minutes, or ensure arrangements are in place for minutes. Get minutes approved by the policy & meetings convenor (and, if different, whoever chaired the meeting). Send minutes of members’ meetings to members, and minutes of convenors’ meetings to convenors.
 Seminars and other events
· Arrange venues, equipment, refreshments for events in London, or elsewhere in England/Wales if this is not being done by local members as event organisers. (Arrangements for events in Scotland are handled by MDN Scotland.)
· Arrange individual access, dietary requirements etc for speakers or participants for events in England/Wales.
· With the events convenor (and MDN Scotland convenor or local organisers, if applicable), produce publicity for events and circulate to members and Friends.
· Process event bookings, issue receipts, keep the events convenor (and MDN Scotland convenor and local organisers, if applicable) informed of bookings.
· Produce event handouts and participants lists and get them to the venue, or get the originals to the appropriate person to ensure they are printed and taken to the venue.
· Send travel subsidy claim forms to eligible members attending events, speaker/facilitator claim forms to speakers and workshop facilitators, and convenor claim forms to convenors attending events.
· If you attend events, help the convenor and/or local organisers with setting up, welcoming participants, clearing up and other tasks.
· If the speaker/facilitator agrees that their handouts can be emailed to all members after each event, ensure they are in an appropriate format for emailing, and send out to all members and to non-members who attended the event. 
It is expected that the events convenor, MDN Scotland convenor and/or local organisers will arrange speakers/facilitators and will liaise directly with them, and will keep the administrator informed of their requirements.

Publications
· Work with convenors to produce MDN’s annual report (or, as has been done, five-yearly reports; the next will be due in autumn 2016).
· Liaise as appropriate with authors or coordinators of occasional other publications. We are currently updating “Choosing and briefing a consultant or trainer” on the MDN website, and may produce a new web briefing on consultants working collaboratively with each other, and on disability guidelines for consultants and trainers. 
· Do final proofreading of all publications.
· Arrange for publications to be uploaded to the MDN website and/or printed and distributed.

Finance 
· Deal with all income and expenditure, in particular ensuring all expenditure is properly authorised.
· Do bookkeeping and maintain proper financial records
· Draw up budgets, with the admin & finance convenor.
· Monitor the financial situation and advise convenors if there are any issues.
· Liaise with admin & finance convenor on tax matters, and in particular notify him if income from Friends and other non-members becomes more than a very small part of income.
· Produce regular financial reports for convenors, half-yearly reports for members, and draft end-of-year accounts and notes for independent examination.
· Circulate the signed annual accounts to members.

General 
· Keep mdn.org.uk domain name registered, and its web hosting and email arrangements up to date.
· Ensure correspondence or documents with policy implications are sent to the policy & meetings convenor.
· Ensure historical and current records (paper and electronic) of MDN’s finance, activities and membership are maintained and in due course are handed over to your successor; or, if MDN is wound up, arrange for storage of records that the convenors agree need to be kept. 
· Such other tasks as are necessary for the smooth running of MDN.

If the successful applicant has experience producing websites, responsibilities may also include uploading members’ details, members’ individual pages and other content to the MDN website, and overseeing a website upgrade. If the applicant does not have this experience, the website will continue to be maintained by the current admin convenor, and will in due course be handed over to a website administrator. 

IT currently used
This is included so that potential applicants are aware of the software we currently use. Candidates will be asked at interview whether they would want to continue with this software, or would want to use something else (or don’t know).
 
MS Word for all documents.

MS Access for the database of members, Friends, media contacts.

MS Outlook for the email address book. 
	The database and address book are not linked – they have always been kept separate so if one fails, the other is hopefully still intact. The new admin and finance convenor and administrator may decide to use a different database and/or email address book; if so, the data will need to be transferred.
	Bulk mailings to members and Friends are sent using Outlook groups. This could be replaced by Mailchimp or a similar emailing system.
	Outlook could be replaced with Gmail or any other email system.

MS Excel for event bookings. This could be replaced by EventBrite or similar event booking system.

MS PowerPoint – used by the administrator only to format speakers’ slides when they are sent out as handouts.

PrimoPDF (free download) to convert documents to PDF. Any PDF creator can be used, but converting from Microsoft Office (Word, Excel, PowerPoint) is not recommended.

Moneysoft [not Microsoft] Money Manager for accounts. MDN has very few transactions – in 2012-13 we had 141 credits, all for membership subscriptions or event bookings, and 46 debits, nearly all for travel subsidies for members to attend MDN events.
	Any accounts package for small businesses and organisations would be suitable, but it may be easiest for MDN to purchase Money Manager personal edition (£48 inc VAT) for the new administrator. There is a more sophisticated business edition, but MDN’s accounts use only fields that are in the personal edition. 
	Although MDN has so few transactions, Excel or similar spreadsheets are not appropriate as they do not allow the coding and sub-coding that an accounts program allows.

Unity Trust Bank internet banking. All payments are now made by BACS, unless payment by cheque is requested. Of the 132 credits received so far in 2013-14, 104 (79%) were by BACS; there were only 28 cheques to process. Cheques can be paid in by post or at a Co-operative Bank. 

SurveyMonkey for online surveys.

Easily.co.uk for website hosting, domain hosting and email forwarding. MDN does not at present have its own internet service provider.


See next page for person specification.


Person specification 
Essential
· Registered with HMRC as self-employed for this type of work, or carrying out work for a range of clients which would enable such registration. (If not self-employed, e.g. if applying as a registered company or partnership, please explain on the application form. If applying as an organisation which provides admin workers, please explain the situation in detail.)
· Self-motivated, organised, flexible and adaptable.
· Careful attention to detail.
· Excellent written English.
· Available to spend three days on induction in August/September 2014.
· Flexible time – able to devote time to MDN when needed, especially in October/November which is likely to be the busiest time of year.
· Able to attend MDN business meetings in London, generally two or three times a year.
· Competent in MS Word or similar word processing program.
· Competent in data inputting to MS Excel or similar spreadsheet.
· Competent in data inputting to MS Access or similar database.
· Competent in MS Outlook, Gmail or similar contacts program.
· Experience of doing accounts for a small organisation or business, and ideally with experience in an accounts package intended for small organisations/small businesses such as Sage, Moneysoft Money Manager or Xero.
· Experience organising or helping to organise events, conferences etc – small or large. 
· Own computer or laptop.
· Access to reasonable quality printer and scanner.

Desirable
· Competent in producing basic MS PowerPoint slides.
· Admin and/or management experience in voluntary organisations or small businesses. 
· Experience taking minutes.
· Experience with cloud-based platforms e.g. Google Drive, in particular with multiple users.
· Experience maintaining a blog or uploading content to websites.
· Knowledge of HTML coding.
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