Senior Administration and Information Officer
Purpose of Job

To provide full administrative support to ensure the smooth and effective running of the NWCI. To deliver information, advice and referral services.
The person appointed will be directed and supervised by the Director of the NWCI.

Main responsibilities
To provide comprehensive administrative support to Board and Staff.

To plan, organise and co-ordinate all NWCI events

To maintain and update IT systems 
To maintain and update NWCI network and databases

To provide administrative support to the Director

To co-ordinate NWCI calendars

To provide administrative support to the NWCI Board

To provide administrative support for NWCI Chair. 

To provide administrative support for Board members representing the NWCI at various fora.
To provide comprehensive support to membership as part of the NWCI staff team.
To update membership databases and liaise with members

To assist in the management and updating of the website
To maintain up to date information in relation to NWCI activities 

To provide information for members 

To organise 4 annual members meetings

To be first point of contact for members and the public.
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