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JOB DESCRIPTION

Job Title:
Oasis Navigator Project Administrator
FTC to March 2022.
Salary:                                                Grade G 
Function/Team:


Oasis Navigator project
Hours:


24 hours per week, inclusive of breaks (0.6FTE)
Location:                                            The Oasis Youth Navigator will be provided with office space within Emergency departments (TBC) and Oasis Hub spaces. 
Responsible to:
Oasis Navigator Project Coordinator
Responsible for:


None
Context for role 
Oasis believes that every person matters and, as a result develops community hubs that meet people’s holistic needs – educationally, physically, spiritually, economically, environmentally and socially that can benefit the whole person and the whole community. 

The post holder will be actively committed to Oasis values and ethos and part of Oasis wider hub team.

Job Purpose



The aim of the project is to develop the capacity of the Emergency Departments across Greater Manchester contribute to reducing harm to young people from violence. The admin aspect of this role requires the individual to complete a range of relevant admin tasks for the project in order to maintain the smooth day-to-day running of the project. 
Strategy, planning and organisation
Assist the Navigator Project Coordinator in regular administration duties, these will include:

· updating and maintaining the project’s database.

· Updating EVIDE – Oasis data management system

· ensuring that regular data is compiled for partners & funders of the service.

· ensuring that the paperwork relevant to the interventions are readily available for the youth workers.

· ensure youth workers are returning and updating case logs

· using systems in place to generate evidence of service impact.

· arranging meetings including room booking, informing participants and minute taking. 
Analytical/Creative/Problem solving
The admin role will require the individual to liaise with the Navigator team and Task Group to ensure that the project is reaching its aims, this may include:

· ensuring new referrals are received and passed onto the Navigator Project Coordinator in a timely manner.

· ensure that high quality data is kept on interventions to support the work of evaluation.

· assist in the process of updating a comprehensive information resource/directory of relevant services and organisations available for adolescents.

· present relevant information, referral patterns and resources to the partners, for example to the steering group. 
Relationships/Partners
Internal:

· Navigator team

· Oasis Hub Staff 
· Oasis volunteering team

External:

· GMCA VRU Task Group
· Hospital leads
·  Social services
· Children and Youth Services

· Greater Manchester Police

· Voluntary/Charity sector Youth and Children’s provision
· Media
Responsibility for Resources

Delegated use of project budget and accountability of project resources, as relevant.
People Management 

Nil staff.
Physical

A regular presence within ED. 
General
· To carry out any other duties as may reasonably be required by line manager
· To take every opportunity to raise support for the Oasis
· Actively to participate in the wider life of Oasis Hubs
· Oversee web and social media content for the Navigator Project
· Oversee media and press releases for the Navigator Project
Person Specification

Oasis Navigator Project Administrator
	
	Essential
	Desirable

	Qualifications 
	· GCSE level in Maths and English
	

	Job knowledge/

Experience
	· Experience of working in an administrative role.
	Administrative experience of working in a hospital or charity setting.

	Skills
	· Minute taking. 

· Keeping accurate records. 

· Presenting data.

· IT literate, use of MS Office and Excel.
· Experience of data management systems

· Competent in use of websites and Social Media
	Compiling fundraising bids

	Other Attributes


	· Self-motivated, flexible and reliable.
· Ability to take initiative and work under pressure. 

· Able to work alone and as part of a team. 

· Fully supportive of the Oasis ethos.
	

	Personal Qualities


	· Commitment to safeguarding and promoting the welfare of children and young people.

· Willingness to undergo appropriate checks, including enhanced DBS checks.

· Have a willingness to demonstrate commitment to the values and behaviours which flow from the Oasis ethos.

· Quality focused in all aspects of work.
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