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March 2017 
Dear Applicant

Post of Operations and Communications Officer
Thank you for your interest in the post of Operations and Communications Officer with the Barrow Cadbury Trust.  Please find attached:

1. The job description and person specification for this post

2. Complying with Preventing Illegal Working Legislation

3. Application Form

The Barrow Cadbury Trust is an independent charitable foundation seeking a just and peaceful society which recognizes the equal value of all people.  Largely working in partnership with others, we use all our resources – our grants, our people and our name - to bring about structural change, thus increasing social justice and equality.

Based at our office in Kean House, 6 Kean Street, London WC2B 4AS the successful candidate will play a vital role in ensuring our office runs smoothly and will manage our facilities day to day: liaising with suppliers, troubleshooting problems and managing our space.  The post holder will also play an important role externally by supporting our Communications Manager with the Trust’s web presence, social media and events management.  

This is a permanent, full time post.  The starting salary is £26,883 pa inclusive of London Weighting, rising by annual increments to £32,258pa.  The Trust offers a contributory pension scheme.  

Any offer of employment will be made subject to references, confirmation of the right to work in the UK and the satisfactory completion of a probationary period.  Further information on complying with the UK Preventing Illegal Working Legislation is provided below. 
Before you apply please have a look at our website and view our short animation about our values and the way we work (www.barrowcadbury.org.uk). 
If you would like to apply for this position, please send your completed application form to Madeleine Rooke-Ley at m.rooke-ley@barrowcadbury.org.uk by 9am on Monday 3 April 2017.  
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We will notify you if you have been short listed for interview by Wednesday, 5 April.  Interviews for short listed candidates will be held on Monday, 10 April 2017 at our offices.   Please note we will not accept CVs.
We look forward to receiving your application.

Yours sincerely

[image: image1.emf]
Sara Llewellin
Chief Executive

Enc – Job description and complying with preventing illegal working legislation attached below

BARROW CADBURY TRUST 

OPERATIONS AND COMMUNICATIONS OFFICER

	Purpose of the role
	To support the efficient running of the Trust by providing effective management of information and communications technology and facilities and supporting communications.



	Reports to
	Head of Finance and Administration 




Facilities 

1. Management of the Trust’s office space, including overseeing use of meeting rooms and partner and visitor relationships, ensuring compliance with health and safety requirements and security arrangements. 

2. Liaise as required by the Head of Finance and Administration with the managing agent in relation to health and safety, repairs, maintenance and security.
3. Administer service and supplier contracts for the purchase, maintenance and repair of office supplies, furniture and equipment, ensuring quality and value for money.  

Technology 

4. Liaise with the ICT support provider to ensure the efficient and secure operation of all ICT systems and equipment.  

5. Provide general training and troubleshooting support to staff on ICT systems and programs, sourcing specialist training as required from external suppliers. 

6. Ensure appropriate technology solutions are in place to support the efficient running of the Trust, sourcing external expertise and support as required. 

Communications

7. Ensure the Trust’s website and the T2A website are functioning effectively and update content under the guidance of the Communications Manager.

8. Coordinate and support the setting up and running of significant public events organised by the Trust, for example the Party Conference season.

9. Provide administrative support for the Trust’s communication vehicles, for example the e-news and social media.

10. Manage and maintain the Trust’s contacts database and extract and synthesise information from the grants management system to support the communications function.

General 

11. Assist with general administration across teams when required in order to support the smooth running of the office. 

12. Promote equality, diversity and social justice in carrying out all aspects of the role, in line with the values of the Trust. 

13. Any other duties as required by the Trust.

Person specification

	1. A good understanding of ICT systems and basic ICT troubleshooting

	2. Experience of developing and maintaining effective office systems and procedures

	3. Ability to use CMS, preferably Wordpress,  and understand its capabilities

4. Experience and understanding of using social media, in particular Twitter

5. Good communication and interpersonal skills

	6. A thorough approach and strong attention to detail

	7. An ability to prioritise, plan, organise work and meet deadlines

	8. Enthusiastic team player, with a commitment to providing a high quality service

	9. Ability to work on own initiative

	10. Willingness to work flexibly in response to changing organisational requirements

11. Willingness to work within a Quaker ethos 
12. Interest in social justice and equalities issues


Complying with Preventing Illegal Working Legislation
Lists of acceptable documents for right to work checks

The documents that are considered acceptable for demonstrating right to work in the UK are set out in two lists – List A and List B. These are shown in Tables 4 and 5 below. 

List A contains the range of documents which may be accepted for checking purposes for a person who has a permanent right to work in the UK. If the prescribed right to work checks are followed it will establish a continuous statutory excuse for the duration of that person’s employment with you.  You do not have to conduct any further checks.
List B contains the range of documents which may be accepted for checking purposes for a person who has a temporary right to work in the UK. If the prescribed right to work checks are followed, it will establish a time-limited statutory excuse and require a follow-up check as set out below.  You will be required to conduct a follow-up check in order to retain your statutory excuse. 
	List A – Acceptable documents to establish a continuous statutory excuse 




List A

1. A passport showing the holder, or a person named in the passport as the child of the holder, is a British citizen or a citizen of the UK and Colonies having the right of abode in the UK. 

2. A passport or national identity card showing the holder, or a person named in the passport as the child of the holder, is a national of a European Economic Area country or Switzerland. 

3. A Registration Certificate or Document Certifying Permanent Residence issued by the Home Office to a national of a European Economic Area country or Switzerland. 
4. A Permanent Residence Card issued by the Home Office to the family member of a national of a European Economic Area country or Switzerland. 
5. A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the holder indicating that the person named is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK. 
6. A current passport endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no time limit on their stay in the UK. 
7. A current Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the named person is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer. 

8. A full birth or adoption certificate issued in the UK which includes the name(s) of at least one of the holder’s parents or adoptive parents, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer. 

9. A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer. 

10. A certificate of registration or naturalisation as a British citizen, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.

	List B – Acceptable documents to establish a statutory excuse for a limited period of time  


List B

Group 1 – Documents where a time-limited statutory excuse lasts until the expiry date of leave

1. A current passport endorsed to show that the holder is allowed to stay in the UK and is currently allowed to do the type of work in question.
2. A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the holder which indicates that the named person can currently stay in the UK and is allowed to do the work in question.
3. A current Residence Card (including an Accession Residence Card or a Derivative Residence Card) issued by the Home Office to a non-European Economic Area national who is a family member of a national of a European Economic Area country or Switzerland or who has a derivative right of residence.
4. A current Immigration Status Document containing a photograph issued by the Home Office to the holder with a valid endorsement indicating that the named person may stay in the UK, and is allowed to do the type of work in question, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.
Group 2 – Documents where a time-limited statutory excuse lasts for 6 months

1. A Certificate of Application issued by the Home Office under regulation 17(3) or 18A(2) of the Immigration (European Economic Area) Regulations 2006 to a family member of a national of a European Economic Area country or Switzerland stating that the holder is permitted to take employment which is less than 6 months old together with a Positive Verification Notice
 from the Home Office Employer Checking Service.
2. An Application Registration Card issued by the Home Office stating that the holder is permitted to take the employment in question, together with a Positive Verification Notice from the Home Office Employer Checking Service.
3. A Positive Verification Notice issued by the Home Office Employer Checking Service to the employer or prospective employer which indicates that the named person may stay in the UK and is permitted to do the work in question.
Documents that are not acceptable for proving Right to Work 
The following documents are not usually acceptable for proving a person has the right to work in the UK and will not provide you with a statutory excuse against payment of a civil penalty: 

· A Home Office Standard Acknowledgement Letter or Immigration Service Letter (IS96W) which states that an asylum seeker can work in the UK. If you are presented with these documents then you should advise the applicant to call us on 0151 237 6375 for information about how they can apply for an Application Registration Card 

· A National Insurance number on its own in any format 

· A driving licence issued by the Driver and Vehicle Licensing Agency 

· A bill issued by a financial institution or a utility company 

· A passport describing the holder as a British Dependent Territories Citizen which states that the holder has a connection with Gibraltar

· A short (abbreviated) birth certificate issued in the UK which does not have details of at least one of the holder’s parents

· A licence provided by the Security Industry Authority 

· A document check by the Criminal Records Bureau 

· A card or certificate issued by the Inland Revenue under the Construction Industry Scheme

If you would like further information or advice on complying with the law on preventing illegal working you should contact the Border Agency’s Sponsorship, Employer and Education Helpline on 0300 123 4699. 
The helpline is open Monday to Friday, between 9am and 5pm, except on Bank Holidays.

� A ‘Positive Verification Notice’ is official correspondence from the Home Office Employer Checking Service which confirms that a named person has permission to undertake the work in question.
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