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Job Description

Job title:			Programmes Administrative Assistant
Responsible to: 		Programmes Manager
Salary: 			£22,318 per annum
Contract:                                    Full time, Permanent (Flexible hours considered)
Location:			RUH, Bath (some remote working available)

About Designability
Designability is an independent, national charity that enables disabled people to live with greater independence. Our expertise is in user-centred design, creating products with and for disabled people to improve and enrich their lives.
The common thread through all of our work is in the design, creation and provision of a product to increase independence for disabled people. This is not just about products people need, but products they want to use.

We deliver choice by involving disabled people across our organisation and throughout the design process to create innovative product solutions not available elsewhere. We create great looking, easy-to-use products that go beyond basic functionality and we partner with industry to help as many people as we can – we’ve transformed over 300,000 lives to date.
As a charity, our mission is get the right products into the hands of those who need them. We build prototypes and develop products in response to specific needs, in the hope that our products will inspire new markets to blossom.

Purpose of role 
The primary purpose of the role is to support the delivery of Designability’s services, primarily the Wizzybug Loan Scheme. The post holder will be part of the administrative team and the role requires close collaboration with Designability’s occupational therapy team, as well as the production team. The post holder will liaise with service users, carers and health care professionals to support the delivery of an exemplary standard of care and service excellence.	



Key responsibilities
1. Wizzybug Loan Scheme Administration
· Support the Programmes Administrator with the following tasks:
· Work closely with the whole Wizzybug team to ensure all loan scheme administration is up to date and complete.
· Upon acceptance onto loan scheme to follow up on the key administration tasks.
· Communicate with Wizzybug families throughout the loan period via email, over the telephone and in person.
· Maintain accurate and appropriate records, complying with all relevant guidelines as well as GDPR.
· Ensure the Customer Relationship Management system (CRM) is kept up to date with all communications with families, associated professionals and clinicians.
· Process end of loan paperwork and collect feedback from families.
· Produce regular reports on the Wizzybug Loans Scheme.
· Contribute to continuous improvement of our systems identifying potential efficiencies in the way we work.

2. Support the Occupational Therapy Team 
· On clinic days – welcoming families and assisting staff.
· Follow up administrative tasks related to applications.

3. Support of Production Team
· Assist with Wizzybug returns process.
· Assist with Wizzybug spare parts and repairs process.
· Liaise with Production regarding the despatch of Wizzybugs to regional centres.

4. Other duties
· Work flexibly within the Designability team to achieve agreed organisational aims and objectives.
· Support and assist in organising events across the whole organisation.
· Attend exhibitions as required.
· Other administrative duties as required.
Terms of employment

All staff within Designability are subject to a basic Disclosure and Barring Service Check before an appointment can be confirmed. If the role requires direct contact with children or vulnerable adults, then an Enhanced DBS check would be required.




Person Specification
To be successful in this role, you will be an excellent communicator, understand the importance of being a team player and will have the desire to make a difference to disabled children’s lives.
	 Criteria
	Essential
	Desirable

	Qualifications
	A good standard of general education with C grade or above GCSE level or equivalent passes in English and Maths.
	

	Experience & Knowledge


	Experience within a similar role
Strong IT skills
Ability to show initiative in problem solving when dealing with novel or conflicting demands
Effective time management
Experience of providing customer service 
	Experience working in the charity sector


	Skills
	Strong interpersonal skills and ability to form effective relationships with colleagues in other departments
Excellent communication skills in working with service users, putting them at ease, building rapport and trust
Ability to show initiative in problem solving when dealing with novel or conflicting demands
Effective time management 
Strong customer service skills
	 Experience of using database/CRM 
   




	Attributes
	Thorough and focused with a high level of attention to detail
Able to be creative, proactive and resourceful to get work done quickly and to a high standard
Highly organised 
Self-motivated and confident
Good team worker, able to build strong relationships both internal and external to the company.
A positive attitude to change.
Willing and able to take on responsibility for tasks and learn new skills and systems.
Willing to get involved in all aspects of a project when necessary
	 
 
 







Team Structure Chart 	

Benefits that come with working for Designability
Looking after its employees is important to Designability – supporting everyone to be happy and healthy means that we live our values of being creative, practical and inclusive and in turn meet our mission to enable disabled people to live with greater independence.  We are a Real Living Wage and Disability Confident Employer.

To find out what benefits we currently offer to our team, please visit: https://designability.org.uk/benefits-that-come-with-working-for-designability/ 			
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