One Parent Families Scotland

Information Assistant (25 hours)

Salary: £5.80 per hour

The Information Assistant will be responsible to the Senior Administrator for collation of information about the organisation and its work and to the Director for collection, analysis and writing up of relevant research information on lone parent families.  Specific duties will include the following:

Information about One Parent Families Scotland

1. Databases: Reviewing existing data bases on the work of OPFS 
2. Case Studies: Preparing a set of case studies to an agreed format to illustrate work carried out.
3. Funders Information: Drawing together relevant information for use in funding applications
4. Annual statistics: Helping with collection of annual statistics and case studies from local services.
Research Information

1. Reviewing existing research: Analysing research studies held by OPFS to draw out key messages for use in development work and in web site briefings

Finding other research: Reviewing additional sources of relevant research, collecting and analysing material.
Other tasks will be identified to fit with the interests and experience of the successful candidate and with their future employment aims.

Personal requirements for the post

Essential:

· IT: Must have a good level of IT skills, including experience of Access databases, able to use Microsoft and email and to research information on the web.
· Independent work: Must be able to carry out designated tasks with limited supervision and use initiative

· Writing skills:  must have good writing skills.

Desirable:

· Experience of analysing information and writing up the results

· Knowledge of lone parent issues

· Interest in policies affecting families

· Awareness of voluntary sector organisations.

