NOOR UL ISLAM 711-723 HIGH ROAD, LONDON E10 5AB
In the name of Allah, The Most Merciful, The Most Kind

JOB DESCRIPTION: Administration Officer– Full Time – 35hrs per week.

Information
Noor Ul Islam is a busy charity organisation in East London. It runs many services including a Mosque, full time Primary School, Pre-School, Madrassa and full time Aalimiyyah department. 

Key Priorities:
· Seek ways of improving current donor experience
· Produce communications plan and customer care charter
· Seek funding opportunities
· Supporting Social Media and Branding to a consistent standard
· Providing First Aid support
· Manage membership database and mailing lists
· To provide administrative support.

The postholder will work at one of the Noor Ul Islam Sites, primarily at 711-723 High Road,  Leyton, London E10 5AB.

REPORTING OFFICER - The Postholder will report to the Operations Manager.

General Professional Duties (as directed by the Management)
I. To maintain at all times the practice and demeanour of a Muslim aware of one's duties in this life and accountability in the next life for one's actions, and to relate this' Aqeeda to the following duties.

2. To maintain and uphold the confidential nature of the organisation’s matters, records and documents, especially those relating to service users and fellow staff members.

3. Assist the Head office and Directors with various aspects of its administration.

4. Manage to the organisation’s online donation platforms and other donation methods.

5. Ensure there is an awareness of charity Commission and Fundraising Regulators requirements for the charity.

6. Maintaining and promoting the Noor Ul Islam image and brand.

7. Visit and work with Noor Ul Islam departments, to ensure consistent approach to fundraising.

8. Act as first point of call for visitors, both in person and on the phone. Respond to written enquiries when required.

9. Seek ways to developing and improve Customer Care and Donor experience. 

10. Promote the work of Noor Ul Islam using various medium.

11. Liaise with agencies to ensure Noor Ul Islam Branding and Marketing is consistent and promotes the message required to raise its profile.

12. To seek to implement a Marketing Strategy ensuring a consistent approach to publicity and documentation throughout the organisation based on the agreed Brand.

13. To co-ordinate and support Noor Ul Islam’s events, liaising with all Noor Ul Islam Departments to ensure Brand presence is maintained and innovative methods of fundraising are used.

14. Set fundraising targets.

15. To liaise between the Head Office and other departments for not only fundraising but to also improve internal communications.

16. To assist in providing up to date information to users via Noor Ul Islam’s website, Phone App and other media

17. Act as principle First Aider and provide First Aid when required.

18. Fulfil Health and Safety policy including conducting Risk Assessments, PAT and other testing (eg Legionella Testing)

19. To provide administrative support such as filing, copying and stationery ordering.

20. To manage membership databases and mailing lists.

21. Any other appropriate duties as requested by the Operations Manager or directors.

Role: To provide administrative support to the Noor Ul Islam Head Office. To oversee and administered the organisations online donation platforms.

To adhere to fundraising requirements and to enhance Noor Ul Islam’s branding and reputation through an excellent donor experience. 

Support / coordinate Noor Ul Islam head office events, seeking new ways of raising the profile of the organisation as well as fundraise. Supervise team members including volunteers and co-ordinate marketing plan. Help organise events and promote activities.
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PERSON SPECIFICATION FOR THE ROLE OF PROJECT SUPPORT OFFICER

Candidates should provide evidence for all the essential criteria required at the application stage / interview stage as detailed below.

E: Essential					D: Desirable

	
	
	E/D

	1
	Skills and Experience
	

	
	Excellent verbal and written communication skills
	E

	
	Excellent telephone and interpersonal skills
	E

	
	Ability to work within and apply all Noor Ul Islam’s policies
	E

	
	Ability to identify work priorities and manage own workload and that of others, ensuing lower priority work is kept up to date
	E

	
	Ability to work to tight deadline
	D

	
	Excellent knowledge of and skills in MS Office (Word, Outlook, Excel)
	E

	
	Very good knowledge of donation platforms
	E

	
	Knowledge and experience with fundraising
	E

	
	Experience at working in the Charity/Community sector
	D

	
	Understand Health and Safety requirements
	D

	
	First Aid qualification (or willing to obtain relevant qualification)
	E

	
	
	

	2
	Personal Qualities
	

	
	Trustworthy and reliable
	E

	
	Excellent Organisational skills
	E

	
	Self-motivated
	D

	
	Excellent track record in Customer Care
	E

	
	
	

	3
	Education and Training
	

	
	Educated to at least A-Level (or equivalent)
	D

	
	Maths and English at GCSE Grade 5+
	E
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