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COMMUNITY CONNECT ADMINISTRATOR
JOB DESCRIPTION

Post: 



Community Connect Administrator

Responsible to:

Community Connect Team Lead
Salary:



£29,303.00 + 6% pension contribution 
Hours:



35 hours per week 
Length of Contract:

Fixed Term until 30th September 2026
About us

At Bexley Voluntary Services Council (BVSC) you will find a team who are absolutely committed to supporting a strong, sustainable, and influential voluntary and community sector that can make a positive impact on people’s lives in Bexley. 

We work hard, we help each other and go out of our way to help others and find solutions rather than focusing on problems. We are positive and proactive and, although absolutely focused on our areas of expertise, we work as a team so that BVSC is the best it can be. Above all, everything we do is to strengthen our local Voluntary and Community Sector (VCS).
Community Connect is a well-established Social Prescribing service and requires a lead to support the team, empower and support residents to access charities, community organisations and groups to enable them to improve their own health & wellbeing. You will work closely with local organisations and healthcare professionals to continue to develop the project and provide the best service to residents
Purpose of the Role
The post-holder will be responsible for the phoneline (open Monday-Friday 9am-5pm) and have excellent communication skills as the first point of contact for the service. They will ensure that residents get the most appropriate support for them as quick as possible. 

The post-holder will be responsible for managing multiple calendars in order to book in assessment appointments, our communications, in the form of monthly e-bulletins and regular social media campaigns and will work closely with the wider voluntary sector, Primary Care, and other Local Care Partnership colleagues to ensure a well-embedded, high-quality service. 
Duties and Responsibilities
· Be the primary point of contact for enquiries via phone and email, providing relevant information and booking appointments with the Community Connect Team where appropriate.  

· Triage referrals to ensure that residents receive the right support, at the right time. Providing regular feedback so we can continually evaluate and explore new referral routes.
· Signpost residents to relevant services across the Bexley borough. 

· Ensure information regarding available services in the voluntary sector is kept up-to-date and easily accessible.

· Input information and support data management on our CRM System, SocialRx.

· Prepare monthly e-bulletins, publicity materials and Social Media campaigns, using CiviCRM, Hootsuite and Canva.

· Assist with monitoring and compiling reports to analyse data and identify trends. 

· Organise meetings and engagement events with voluntary and community partners. 

· Be a champion of Social Prescribing, and the voluntary sector, locally, regionally, and nationally.  
· Undertake any other duties and administrative tasks which may reasonably be required, as discussed with line-manager.
· Adhere to and actively implement BVSC’s policies and procedures such as Equality and Diversity, Health & Safety and Safeguarding. 

· Identify, report, and monitor any safeguarding risks and concerns for Children, Young People, and Adults.

· Commit to undertaking any training considered necessary to ensure and develop own knowledge and skills to effectively deliver the role.
These are the normal duties which are required of the position; however, we do require that all staff be flexible and may be required to perform other duties to ensure the efficient running of services. It is envisaged that this post will be mainly office based but this will be reviewed regularly. 
Please Note: this role is primarily based in our office at The Engine House, Erith, with some requirement to travel within the Bexley Borough. 

Please submit your CV and supporting statement by 9am on Monday 28th April 2025 to info@bvsc.co.uk  - PLEASE NOTE: PREVIOUS APPLICANTS NEED NOT APPLY.

If you have not heard from us by 01st May 2025, please assume your application was not successful, we are unable to provide feedback on applications which are not shortlisted. We expect interviews to take place on Wednesday 07th May 2025.

If you would like an informal chat, please contact Kelly Galloway (kelly@bvsc.co.uk or 01322 524 682) to arrange a call.
Skills and Experience

We are looking for people who demonstrate personal qualities that are consistent with our organisational values, who have the right experience and skills for the role. 

Key

Demonstrate suitability via: A-Application, I-Interview, T-Test 
	Essential 

	Administration experience
	A, I,  

	Excellent interpersonal skills with experience of working with people from diverse backgrounds and able to build a rapport with a wide range of people demonstrating empathy and understanding
	A,I

	Excellent organisation and time management skills
	A,I, T

	Experience of working within a framework of confidentiality and with access to sensitive personal data
	A, I, 

	Excellent IT skills, including previous use of Microsoft Office, CRM database systems 
	A,I, T

	Experience of, or willingness to learn how to use various design and communication platforms such as Canva and Hootsuite 
	A, I

	Ability to work as part of a team and provide efficient and professional administrative support to other members of the team
	A, I

	A creative problem solver, able to prioritise a varied workload and managing conflicting priorities to meet deadlines 
	A, I

	Able to work on your own initiative and meet deadlines
	A, I, 

	Enthusiasm, flexibility and a positive ‘can do’ outlook
	A, I

	Desirable 
	

	Existing knowledge of local voluntary sector services and resources and understanding of Health and Social Care Services
	A, I

	Experience of working in an environment supporting people with a variety of needs (for example, older people or within mental health) 
	A, I


This position will be subject to satisfactory references and DBS check. 
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