
JOB DESCRIPTION

Job Title: Office Administrator

Responsible to: Operations Manager

Responsible for: Staff as required

Location: Accuro, UDC Council Buildings, Saffron Walden, CB11 4ER

Hours: Part-time 16 hours per week

Salary: £25, 838 full time (pro rata £11,024)

Main purpose of the role

The Office Administrator plays a key role in ensuring the smooth day-to-day running 
of the charity. You will provide efficient administrative support across the organisation 
supporting the delivery of excellent services. This varied role requires excellent 
organisational skills, attention to detail, and a friendly, professional approach.

Key Responsibilities

General Administration

Provide administrative support to the management team and wider staff.
Answer telephone calls, respond to emails, and deal with enquiries 
professionally and efficiently.
Welcome visitors and provide a positive first point of contact.
Maintain electronic and paper filing systems, ensuring records are accurate and 
up to date.
Prepare letters, reports, meeting agendas, minutes, and other documents.
Manage incoming and outgoing post.
To help maintain the primary database (Beacon) and the Essex County Council 
database (Groop.com), ensuring these are audited and kept up to date.



Office Support

Order and maintain office supplies and equipment.
Coordinate meeting rooms and appointments.
Support the organisation of meetings, training sessions, and events.
Ensure office systems and procedures are followed.
Complete DBS and reference applications and updates.
Act as the first point of contact for volunteer applications and coordinate. 
placements with clubs.
Maintain records of the allocation Accuro phones and laptops. 
 DSE workplace assessments. 

Record Keeping and Compliance

Maintain confidential records in accordance with GDPR and organisational 
policies.
Support the monitoring of mandatory training records and staff documentation.

Assist with maintaining policies, procedures, and organisational templates.
Support audits and quality assurance processes by preparing documentation.

Financial Administration

Process invoices, receipts, and purchase orders as required.
Assist with maintaining financial records and petty cash.
Support the operations team with aged debt collection.
Circulate expenditure statements to the team.

Supporting Service Delivery

Provide administrative support for projects and services.
Assist with maintaining client and stakeholder databases.
Support communication with service users, families, professionals, and partner 
organisations.
Help prepare reports and statistical information for funders and trustees.

General

Work collaboratively with colleagues and volunteers.
Promote the charity's values of dignity, respect, equality, and inclusion.
Undertake other reasonable duties appropriate to the role.



Person Specification

Essential

Qualifications

GCSEs (or equivalent) including English and Mathematics.

Experience

Previous experience in an administrative or office support role.
Experience using Microsoft Office, including Outlook, Word, Excel, and Teams.

Experience maintaining accurate records and filing systems.
Experience handling confidential information appropriately.

Knowledge

Understanding of good administrative practices.
Knowledge of data protection and confidentiality requirements.
Understanding of equality, diversity, and inclusion.

Skills

Excellent organisational and time management skills.
Strong written and verbal communication skills.
Good attention to detail and accuracy.
Ability to prioritise workload and meet deadlines.
Friendly, professional, and approachable manner.
Ability to work independently and as part of a small team.
Strong IT skills and willingness to learn new systems.

Personal Qualities

Reliable and dependable.
Flexible and adaptable.
Positive, proactive attitude.
Commitment to the values of the charity.
Empathy and respect for people with learning disabilities.

Desirable



Experience working within the charity, health, or social care sector.
Understanding of learning disabilities and person-centred support.
Experience supporting governance, trustees, or committee meetings.
Experience using CRM or case management systems.
First Aid qualification (or willingness to undertake training).

 

What We Offer

A supportive and friendly working environment.
Opportunities for learning and professional development.
Generous annual leave entitlement.
Pension scheme.
Employee wellbeing support.
The opportunity to make a meaningful difference to the lives of people with 
learning disabilities.

Safeguarding

We are committed to safeguarding and promoting the welfare of children, young 
people, and adults at risk. The successful applicant will be required to undertake 
appropriate pre-employment checks, which will include a DBS check, references, 
and verification of qualifications.

Equal Opportunities

We are committed to creating an inclusive workplace where everyone is treated with 
dignity and respect. We welcome applications from all sections of the community and 
value diversity in our workforce.

 


