St Werburghs City Farm

JOB DESCRIPTION AND PERSON SPECIFICATION
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	Job Title:
	Propagation Place Admin Assistant 

	Responsible to:
	Propagation Place Project Manager

	Place of work:
	St Werburghs City Farm

	Hours of work:
	Minimum 8 hours a week, up to 12.

	Days of work:
	Hours to be spread over Tuesday, Wednesday and Thursday mornings, with some flexibility to include other days and weekends

	Annual leave:

Contract type: 
	25 days plus statutory holidays pro rata 

Fixed term

	Probationary period:
	1 month

	Pay Scale/Salary:
	Starting salary £16,491 per annum, pro rata, (SCP 13, £8.45 per hour) paid monthly.

	Pensions:
	St Werburghs City Farm offers a workplace pension, starting at 3% contributions


St Werburghs City Farm is an inner-city oasis. Situated in the Bristol ward of Ashley next to 4 other wards which fall within the 10% most disadvantaged in the UK, the Farm has developed to meet local needs.   Our vision is to inspire and educate happy, healthy communities through green spaces, local food and each other. Using a 2 acre small holding, a 1 acre community garden, a 2.5 conservation site and 13 acres of community allotments, our mission is to offer targeted community services that equip people with knowledge, skills and confidence, and provide green sites accessible to all. Our aims are to: increase people's knowledge of where food comes from and access to locally produced food; enhance people's health and wellbeing through greater access to green spaces; and improve the capacity, confidence and cohesion of our community. With more than 3,500 service users, 15,000 people enjoying our events/facilities and more than 40,000 local visitors passing through the gates each year, we are a vital community resource, freely accessible to all. 
Job Description
1. Overall purpose of job

Propagation Place is a volunteer-led project that works with people from disadvantaged areas of Bristol to develop and manage a propagation polytunnel and community growing facility.  The project is sited on the Ashley Hill Allotment site next to the Farm, and aims to support local food production across Ashley Vale by offering gardening advice and discounted plug plants to allotment holders.  The post holder will be responsible for project administration, with a primary focus on database management, creation of dispatch labels for orders and customer relations.
2. Key Responsibilities 

2.1. Create UKMail dispatch labels for orders in a timely fashion from their website
2.2. Marking orders as dispatched on the Veg Plants Direct website
2.3. Being first point of contact for customers – replying to emails, dealing with enquiries and complaints, liaising with project team with regards to plant availability and dispatch times
3. Roles, Responsibilities, Tasks and Activities 

3.1. Checking and responding to emails and enquiries on a daily basis
3.2. Creation of UKMail dispatch labels and labelling of boxes using UKMail software
3.3. Marking all orders completed as dispatched on the Veg Plants Direct website
3.4. Assist in the creation of a daily “priority dispatch” list in response to emails from Keith Wheeler and customers
3.5. Participate in achieving order delivery targets 
3.6. Importing contacts from the Veg Plants Direct website to the UKMail address book on a regular basis
3.7. Project administration including filing, printing and purchasing 
3.8. Assist in the management of the Propagation Place sales website once it goes live
3.9. Project promotion and social media updates
4.  Additional responsibilities  

4.1. Participate in promotional activities, Community Action Days and Team challenges as required
4.2. Promote the aims and objectives of the Farm and present a positive image of the Farm through good public relations, communication with visitors, service users and the local community etc
4.3. Comply at all times with the Farm’s policies, i.e. Health and Safety, Equal Opportunities, Child and Young Person’s Protection Policy etc. and to contribute to risk assessments
4.4. Attend project planning and steering meetings, and other staff meetings as required
4.5. Any other duties commensurate with the post
5. Other  - The successful candidate will also be expected to:

5.1. Read, understand and comply with the Farm’s policies and procedures

5.2. Promote the aims and objectives of the Farm and present a positive image of the Farm through good public relations
5.3. Increase awareness of Farm through effective marketing & PR (including press coverage, website development and social media)
5.4. Maintain and develop good relationships with existing and new partners
5.5. Attend team, and other staff meetings as required
5.6. Undertake a enhanced DBS check
5.7. Undertake any other duties commensurate with the post
Person Specification

	Essential
	Desirable

	Experience and Knowledge

	Experience of  working in an administrative capacity
	Experience of customer relations 

	Computer literate with a working knowledge of Excel, Word and Outlook
	Experience of database management

	Skills 

	Good communication skills and ability to communicate in a calm non-confrontational way
	Experience of social media and PR

	A proven ability to work flexibly and as part of a team
	Experience of record keeping

	Able to operate on own, using initiative to solve problems arising from workload
	Experience of managing Wordpress, Shopify and Create websites.

	Personal qualities and attributes

	Strong interpersonal skills; professional, teamwork, active listening skills, personable etc. 
	Knowledge of City Farms

	Proven ability to work well under time pressure and process information quickly and efficiently.
	Reliable, pro-active and self-motivated and ability to think creatively

	Organised and efficient, with good attention to detail
	Passionate about what the Farm does


St Werburghs City Farm – a green city oasis connecting people to food, the environment and their local community. 
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