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GCDA Business Support Officer
Responsible to the CEO
Job Summary
This role is to provide administrative support to a number of GCDA business operations to help ensure they are compliant, smooth running and efficient.
This currently includes GCDA markets, GCDA’s Shop ‘Made in Greenwich’, GCDA Kitchen and GCDA Catering Business.
The post will be located between our Head Office Unit 6, Greenwich Centre Business Park  and at our  ‘Made In Greenwich’ Shop.  This is likely to be 2 days in the office and 3 days in the shop

The post holder will also be expected to work 1/3 Saturdays.

Specific Duties

Made In Greenwich

· Implementing and maintaining an effective stock control system
· Implementing an EPOS or similar system to ensure accurate records of sales 
· Working with GCDA Finance Officer to ensure timely payment to MIG makers
· Working with GCDA business development officer to develop a market for room rental

· Maintaining the shop, workshop space and store room to a high standard so they are clutter free and well organised 

GCDA Markets

Supporting traders management for GCDA Markets .
· Managing all new trader registration 

· Monitoring trader compliance

· Responding to enquiries from prospective traders
Support to the Market Manager

· Support the markets manager with any element needed which could include pursuing invoices

GCDA Kitchen

· Supporting the kitchen manager with administrative duties 

· Responding to kitchen enquiries when the kitchen manager isn’t available

· Hosting kitchen visits

Communications and promotions
· Support each are of the business in communications and promotion including social media and liaising with GCDA’s designer to update promotional materials.

· This will include liaising with GCDA designer to update promotion materials

· This will include support social media campaigns

Policy compliance

· Comply with all GCDA policies 

· Ensure that all Health and Safety systems are adhered to.

· Commitment to equal opportunities.

· Customer Care. Ensure that you, as a representative of GCDA, offer the highest standards of customer care.
Other

· Attend Training as required.

· Perform other reasonable duties as required by the café manager.

· Be prepared to work with other staff and be able to initiate ideas for other income generations.

Person Specification

	
	 Desirable (D) or Essential

(E)
	Application Form or (AF)/Interview (I)

	1. A degree or equivalent qualification 


	D
	AF

	2. A minimum of 2 years’ experience working in a business administration role  including using stock control systems

	D
	AF/I

	3. A minimum of 2 years working in a retail environment
	E
	AF/I

	4. Experience of community engagement & working with volunteers

	D
	AF/I

	5. Understanding of social enterprise


	D
	AF/I

	6. A working knowledge of Greenwich and Lewisham including community, public and private 
	D
	AF/I

	7. Demonstrate a creative and entrepreneurial approach


	E
	AF/I

	8. Excellent communication including digital skills


	E
	AF/I

	9. Excellent organisation and time management skills


	E
	AF/I

	10. An understanding of and a commitment to Equal Opportunities


	E
	AF/I

	11. Enthusiasm for working in an organisation that serves diverse communities

	E
	AF/I


