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Thank you for your interest in working at VAS. 
Voluntary Action Sheffield is full of people who care about making a difference and want to leverage their position or privilege to support others. We’re a values led organisation dedicated to delivering our purpose of supporting people, communities and the VCS to lead positive change – change that really matters to local people and will help them get the best results now and in the future.  
 
Our staff, volunteers and trustees bring a wealth of skills knowledge and experience to their work, alongside a continual willingness to learn.  

This is a time of development at VAS as we continue to move towards greater distributed power and responsibility, where we encourage our team in any grade or role to be a leader in facilitating positive change which helps us recognise our vision: 
 People in Sheffield have the opportunity to live healthy, fulfilling lives, reach their potential, and thrive equally. 

We are ambitious and optimistic – we love Sheffield and want it to be a great and welcoming city. While there is much to celebrate, we recognise that our communities, services and organisations aren’t working for everyone in Sheffield. We recognise inequalities maintain poverty and injustice, and we work to address not just the symptoms but the systems which continue inequalities. We work for positive change led by communities, change that really matters to local people.
 
Our Priorities 
We achieve our purpose of supporting people, communities and the VCS to lead positive change by delivering the following priorities: 
 
1. Building, hosting and nurturing strong inclusive and effective partnerships to develop positive social change 
2. Supporting leadership and capacity in communities and the voluntary sector 
3. Creating volunteering and other opportunities for people that are most marginalised 
4. Supporting access and empowerment in the next generation of leaders 
5. Being a good employer and a well-run organisation, which cares for our people and resources  
 
We work in partnership with people, alongside the VCFSE sector and by bringing along our partners.  We are committed to inclusion, equality and social justice and take a zero-tolerance approach to racism and other forms of discrimination.

Our Values guide our work
We believe in:
· Equity and social justice
· Trust and mutual respect 
· Partnership
· The power within people, communities, and the VCS 
 
Our Behaviours We understand that how we work is as important as what we work on, VAS ACTS for social change

We Are 		Ambitious
We make 	Connections
We do it	Together
We build	Strength

[bookmark: _Hlk178008485]We are very keen to continue strengthening VAS’ diversity and specifically welcome applications from People from global majority backgrounds, as well as those committed to joining us in becoming an anti-racist organisation.

Working at VAS you’ll be joining a team who share this passion for diversity, social action and community empowerment.  

VAS Benefits at a Glance

Pension Contributions
We offer 6% employer pension contribution and the flexibility to pay more or fewer employee contributions. You can boost your pension by paying more contributions, which you would get tax relief on.

Annual Leave
VAS offers 28 days annual leave plus bank holidays (pro rata for part time posts). We provide an additional day of leave for each year of service for the first five years. We allow up to 5 days to be carried over into the next leave year (pro rata for part time posts).

Other Leave
We have a number of other leave options to help you manage your work and home commitments. These include the opportunity to buy back an additional week leave, unpaid leave/career breaks and unpaid leave for personal and professional development.

Agile Working
Our full working week is 35 hours. We offer flexible working wherever possible, depending on the role. Our city-centre base, The Circle, offers modern, accessible office space.

EASE (Employee Assistance Programme)
EASE offers our staff access to friendly, qualified counsellors and advisors 24 hours a day, 365 days a year, to offer free and confidential support including emotional, financial and legal guidance.

Cycle To Work Scheme
Our cycle to work scheme enables you to save money on bikes and cycling kit; it’s a salary sacrifice scheme so you pay monthly before tax and national insurance, saving you over 25%.
Learning and Development
We are committed to supporting your development through training and ongoing Continuous Professional Development (CPD), aligned with the needs of the role and available resources.

Employer Supported Volunteering
We support employees to develop new skills while giving back to their communities through our Employer Supported Volunteering scheme, offering up to five paid volunteering days each year (pro rata), subject to manager approval.
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	Job Title
	Office Administrator 

	Grade
	2 (currently £25,496 per annum from of 1st April 26)

	Responsible to
	HR and Office Manager

	Responsible for
	IT Volunteers

	Contract
	Permanent, subject to funding; based at The Circle

	Hours
	4 or 5 days per week – applications are welcome from candidates seeking either a 0.8 FTE (4 days) or full-time (5 days) position




JOB PURPOSE

VAS works to create a Sheffield where everyone can achieve their potential by supporting people and communities to lead positive change. 

The purpose of this role is to support delivery of our Priority 5: ‘To be a good employer and well-run organisation, which cares for our people and resources’. You will provide effective and efficient administrative support across VAS, with a particular focus on HR, IT, and office and information management. You will work collaboratively across VAS, providing cover for teams as required and flexibly supporting VAS project teams where needed.

CORE FUNCTIONS & TASKS

· Carrying out administrative tasks to support the HR, office and IT functions
· Managing central VAS email inboxes, triaging and responding to queries and signposting as appropriate
· Managing and authorising job advertisements on the VAS website, ensuring content is accurate, appropriate, and published in a timely manner
· Collecting, logging, organising, and maintaining information, records, databases, and asset registers
· Maintaining records of IT equipment, including mobile phones
· Supporting staff recruitment and induction processes
· Providing on-site contact and liaison with the third-party IT support team, both on behalf of VAS and tenants of The Circle
· Providing basic IT support for staff and tenants, under the guidance of the external IT provider where required
· Ensuring office equipment, such as photocopiers and shredders, is working effectively and liaising with maintenance providers as needed
· Keeping the office and resources tidy, organised, and adequately stocked
· Providing occasional reception cover, as agreed with the line manager 
· Supporting and assisting admin and IT volunteers 
· Identifying opportunities for volunteers to support the above tasks and assisting those volunteers to carry them out
· Providing flexible administrative and project support across VAS, responding to changing organisational needs and supporting different projects and teams as required
· Carrying out any other duties appropriate to the role, as requested by the line manager


OTHER DUTIES

· To work as part of the wider VAS team
· To support our ambition to become an anti-racist organisation
· To support our ambition to become a more environmentally friendly organisation
· To act in accordance with VAS values, policies, procedures and Code of Conduct

This is not a final and complete statement of the duties attached to this post, which may be amended from time to time in accordance with the changing needs of the organisation.


PERSON SPECIFICATION
	
Requirement
	Essential or Desirable?

	Knowledge & Experience
· Administration/clerical experience 

· Basic understanding of IT systems, hardware and peripherals

· Experience of basic IT maintenance and troubleshooting

	
E

E
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	Qualifications/Training (if required/necessary for job)
None specified
	

	Skills & Abilities
· Excellent written and oral communication skills with a variety of audiences

· Ability to work with and engage with people across organisations and in a range of roles

· Good organisational skills, attention to detail, and ability to prioritise tasks

· Good planning and time management skills

· Ability to carry out a wide range of administrative tasks accurately and efficiently across HR, office, and IT functions

· Good IT skills, with experience of using Microsoft Office, in particular Outlook, Teams, Word and Excel

· Ability to maintain accurate and up-to-date records, databases and filing systems, with a high level of confidentiality.

· Ability to adapt to changing priorities and provide flexible support across different teams and projects as required
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	Our Values

Committed to demonstrating VAS values of
· Equity and social justice
· Trust and mutual respect 
· Partnership
· The power within people, communities, and the VCS 

	

E









image1.jpeg
supporting community action




