Role Profile
Position: Launch Administrator
Hours: 22.5 hours per week
Salary: £16,200 per annum (£27,000 FTE)
Normal Place of Work: Aldershot
Reporting to: Launch Lead
Step by Step
Step by Step passionately believes in supporting young people who are going through hard times. Our unique step by step approach, providing accommodation, personal development opportunities and specialist support services, identifies and fulfils aspirations.
Each year we work with over 1,500 young people aged 11–25, and the Launch service plays a vital role in supporting young people in our community.
The Step by Step team are positive, dynamic, professional and committed to empowering young people to fulfil their full potential.
The safe recruitment of staff within a support setting is the first step to safeguarding and promoting the welfare of vulnerable children and young people. We are committed to safeguarding and promoting the welfare of all young people accessing our services. As an employer, the organisation expects all staff and volunteers to share this commitment.
General
Prioritise workload in order to meet specified performance targets.
Receive, record and process referrals into the Launch service.
Check referral information for completeness and follow up missing information where required.
Maintain service databases and ensure information is accurate, up to date and stored securely.
Complete all data collection and compliance requirements.
Support monthly and quarterly reporting tasks as required.
Answer young people, professionals and partner agency queries via telephone, email and other digital channels.
Welcome visitors, young people and professionals to the service in a friendly and professional manner.
Support young people who walk into the service by helping them understand how to access Launch support, complete referral information where appropriate, or be signposted to suitable services.
Arrange appointments into the service, confirming, cancelling and changing appointments where required.
Maintain service appointment information, waiting lists and related records.
Arrange room bookings for service staff and meetings.
Provide reception duties and front-of-house support.
Provide administrative support to Launch staff, including preparing documents, updating records, taking messages, scanning, photocopying and filing.
Support staff with arranging meetings, preparing paperwork and maintaining service information.
Support the administration of move-on properties, including maintaining records, tracking relevant paperwork and helping to coordinate information between staff, young people and partner agencies.
Assist with arranging appointments or meetings relating to move-on accommodation and ensure information is recorded accurately.
Support the team with documentation linked to property processes, tenancy-related administration and follow-up actions where required.
Arrange meetings and take meeting minutes where necessary.
To adhere to the Data Protection Act and not disclose any confidential information.
To fully participate in the organisation’s performance review and personal development process.
To work under the management of the Launch Lead and cooperatively with Step by Step staff to ensure the highest quality of delivery.
To fully implement all Step by Step policies and procedures and abide by responsibilities as detailed in organisational policies and procedures.
Safeguarding
To have a sound understanding of safeguarding issues, roles and responsibilities to report and share information.
With support from the line manager, proactively respond to safeguarding concerns.
Maintain professional boundaries and escalate concerns appropriately to the Launch Lead or relevant member of staff.
Professional
To be informed of changes in professional practice and to participate in continued professional development.
To keep up to date with local services, referral routes and signposting options for young people.
To participate in service reviews and audits.
These key responsibilities are not necessarily an exhaustive list of duties but are intended to reflect the range of duties the post-holder will perform.
Person specification
	Knowledge, qualifications & skills required
	Essential
	Desirable

	Qualifications & Training
Relevant professional qualification in business administration or a similar related field.
	
	Yes

	Good standard of education with sufficient literacy and numeracy skills.
	Yes
	

	Experience
Confident making telephone calls.
	Yes
	

	Administrative experience.
	Yes
	

	Experience of working within a team and a busy office environment.
	Yes
	

	Knowledge
A working knowledge of child protection and safeguarding vulnerable adults.
	
	Yes

	An understanding of issues affecting young people.
	
	Yes

	Knowledge of relevant legislation including housing, social care and welfare.
	
	Yes

	Knowledge of local services and signposting pathways for young people.
	
	Yes

	Skills
Excellent communication skills both written and verbal.
	Yes
	

	Excellent time management and organisational skills. The ability to prioritise competing workloads and work to deadlines.
	Yes
	

	Excellent IT skills with experience of using records management systems.
	Yes
	

	Proficient user of Microsoft 365.
	Yes
	

	General
Ability to work on own initiative and to review, monitor and evaluate performance against set targets.
	Yes
	

	Ability to work sensitively and professionally with young people, visitors, staff and partner agencies.
	Yes
	

	Experience of supporting housing, accommodation or move-on property administration.
	
	Yes




