Senior Administrator
Based at KIDS London Regional Office, 

     49 Mecklenburgh Square, London WC1N 2NY
Terms and conditions of employment
Appointment
The post is for six months initially with the possibility of extension
Pre employment checks

This post will be subject to the employee applying for an Enhanced Disclosure from the Criminal Records Bureau. Prior to employment, satisfactory references from your most recent employer and at least one other person will be required

Probationary period

There is a probationary period of 6 months. During this time there is no entitlement to paid sick pay or dependency leave and one week’s notice in writing may be given on either side.

Salary

Grade 6  £19,872 p.a.   
Pension scheme

KIDS has a pension plan, operated by Scottish Life for which employees are eligible after 3 months service. KIDS pay 3% and the employee must pay 2% - although more can be contributed if the employee wishes.

Hours of work

The post is  36 hours  per week  within the hours 9.00-5.00 with an unpaid lunch break.
Annual leave

KIDS provide 25 days (five working weeks)  each year. Some leave time is at set times.  KIDS leave year runs from 1st April to 31st March. 
After 4 years service, 25 days increases to 30 days per year.
Public holidays 

Employees working full-time are entitled to the 8 public holidays (pro rata for part-time workers).

Maternity Pay and Leave, Adoption leave and Paternity leave 

As per statutory regulations

Sick leave

KIDS has a contractual sickness/injury pay scheme which provides payment during periods of certified sickness as follows:

	Length of service
	Entitlement

	During probation
	No entitlement

	Upon successful completion 

of probation up to one year
	1 month at full pay then 1 month at half pay

	During second year of service
	2 months at full pay then 2 months at half pay

	During third year of service onwards
	3 months at full pay then 3 months at half pay


Notice of termination of employment

Following the probationary period, 4 weeks notice in writing on either side is required subject to the statutory minimum.
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