YWCA Yorkshire
Economic Conditions

Administrative Assistant
The united Nations convention on the rights of the child states that “Children and young people have the right to say what they think should happen when adults are making decisions that affect them, and to have their opinions taken into account” In acknowledgement of this, the Sheffield YWCA involves Children and Young people in the recruitment process for all staff.


	Salary:



	· £15882 - £17333 per annum – pro-rata


	Holiday Entitlement / Probationary period / Notice:


	· 25 days per annum – pro-rata
· All appointments are subject to a probationary period of 6 months.
· A minimum of 1 months’ notice on either side or 1 week either side if still in the probationary period.


	Sick Pay:


	· Up to sick months continuous service: Statutory sick pay

· After 6 months continuous service: Full pay for 4  weeks
                                                                Half pay for 4 weeks

· After 1 years continuous service:     Full pay for  8 weeks
                                                                Half pay for 8 weeks

· After 3 years continuous service      Full pay for 12 weeks

                                                                Half pay for12 weeks                                                          

	Pension:



	· The Company uses the Pensions Trust Flexible Retirement Plan pension scheme.  This is a contributory scheme into which the employer will pay 10% of salary. The employee contribution is 6% of salary. Alternatively, this contribution can be reduced to 5% and 3% respectively.

· In accordance with Pension Regulations staff are assessed in the initial 3 months of employment to determine eligibility for Auto-Enrolment into the Scheme. Should you qualify for Auto-Enrolment you will be joined into the Scheme at the lower contribution rate initially.  The Company will confirm your status at commencement of employment.  
· Employees can choose to join the Pensions Scheme after 3 months employment, or, if Auto-Enrolled, can choose to opt out.

	Free Life Insurance:


	· Employees are entitled to free life insurance entitling dependants to a lump sum equal to twice their salary if the employee dies in service.

	Wellbeing:

	· The organisation is committed to employee wellbeing in line with our wellbeing strategy. Benefits offered are: access to free counselling support; reduced fee membership to Westfield Health; programme of wellbeing initiatives with online support.

	Mileage:


	· Business mileage is currently paid at 45p per mile. Car essential
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