



	Job Title: 
	Office Administrator

	Reporting to: 
	CEO

	Hours: 
	21 hours per week, flexible

	Term:
	Part-time – 3 days pw, Fixed-term – 12 months, possibly extended further

	Salary:
	£16,800 per annum (60% proration of the FTE salary of £28,000)

	Leave: 
	15 days annual leave (60% pro-ration of FTE allowance of 25 days) pro-rated based on start date, 1.5 annual volunteering day + 4.5 bank holidays

	Location:
	Lewisham Local, Parkside Community Centre, 1 Copperwood Place, SE10 8GE



Role Overview
We are seeking a proactive and organised Office Administrator to support the day-to-day operations of our charity. This role is pivotal in ensuring the smooth running of the office, providing administrative support to the CEO and the rest of the team, and helping us maximise our impact in the community.
This is an ideal role for someone who is enthusiastic about community work, thrives in a varied role, and enjoys making a tangible difference in a small team setting. You will be someone who:
· Thrives in a busy, varied role with lots of people contact
· Is a confident, supportive individual with strong organisational skills and an ability to work independently, identifying priorities and managing expectations
· Has experience in facilities or office management or an administrative role, with a sound understanding of health & safety in the workplace 
· Enjoys working collaboratively and values the power of the Voluntary, Community and Social Enterprise (VCSE) sector
· Is tech-savvy, willing to help in a varied array of activities and solutions focused
Key Responsibilities
· Manage general office administration including emails, phone calls, post, filing, and office supplies such as stationary.
· Maintain and update records, databases, and internal documentation, including updating Salesforce records (with meetings, key discussion points) on behalf of CEO. 
· Attend Board and Sub-committee meeting to take minutes, write them up and circulate them to the Trustees.
· Provide administrative support to the charity CEO and Trustees, including scheduling meetings and preparing agendas/minutes.
· Provide back-up cover to the Finance Coordinator in assisting with financial administration such as processing invoices and putting payments through to be authorised.
· Liaise with suppliers, service providers, and community partners.
· Ensure the charity complies with GDPR and other basic regulatory requirements, maintaining the necessary records.
· Support our staff and volunteers, coordinating events and meetings, and delivering excellent customer service, internally and outward facing.
· Oversee facilities, health & safety, internal systems, and IT (co-ordinating with our external IT support).
· Support HR functions such as coordinating DBS checks and manage our DBS umbrella service.
· Carrying out projects and/or tasks as required by the CEO.
Lewisham Local Team Responsibilities 
· Build and share knowledge and intelligence:  
· within the team to increase the effectiveness of the organisation 
· with local partners via networks, communication and website to enable civil society in Lewisham to develop and grow 
· Establish new connections between organisations and individuals to access resources and contribute 
· Build strong and effective local relationships across sectors 
· Be a visible, active, positive and engaging presence within the community and at local events, activities and meetings. Attend stakeholder events and relevant local assemblies to represent the organisation as required which may include occasional weekends.
· Contribute and create regular communications content for our network 
· Champion the role of local giving, contribution and civil society in Lewisham across our network 
· Develop cross-sector training and events programme for our network using local knowledge 
· Collect and process data, carry out monitoring and evaluation of our impact 
· Help other team members at times of increased workload and/or specific events in collaboration through discussion with the relevant Manager. 
· Attend regular team meetings and supervision sessions as required 
· Undertake training and development as required 
· Contribute to writing grant applications for future projects and core work. 
This is not an exhaustive list of tasks, and you may be asked to undertake any other reasonable duties in connection with the role. You may be asked to work occasional evenings and weekends. Job descriptions are reviewed regularly and may be amended at any time in accordance with the needs of the organisation.
The employees will be required to participate in staff appraisals and to undertake appropriate training and development opportunities to enhance their work.
What We Offer
· A supportive and flexible working environment.
· Opportunities for personal development and training.
· The chance to be part of a passionate team making a real difference in the local community.
· Bike to Work Scheme.
· London Living Wage Employer.
· Employee Assistance Programme (EAP).
· Annual leave allowance that increases with service
How to Apply
Please send your CV and a brief cover letter explaining your interest in the role to recruitment@lewishamlocal.com by the end of 16th June 2025.
If you’d like to have an informal chat about the role, contact Gülen Petty, gulen@lewishamlocal.com.
Lewisham Local is committed to equality of opportunity and encourages applications from candidates who reflect the diversity of our Borough.

PERSON SPECIFICATION 
Assessed: I = Interview, A = Application 
	Relevant Experience 
	Essential 
	Desirable 
	Assessed 

	Proven experience in an administrative role, including previous experience taking and drafting minutes.
	x 
	 
	A, I 

	Strong organisational skills, time management and attention to detail.

	x 
	
	 A,I

	Excellent written and verbal communication skills.

	x 
	 
	A, I 

	Experience in the charity or voluntary sector.

	x 
	 
	A, I 

	Highly IT literate, experienced and competent with Microsoft Office (Excel, Word, and PowerPoint, etc) and with Teams and Zoom, and other online meeting platforms.
	x
	
	A, I

	Experience in using Salesforce/other equivalent CRM databases
	
	x
	A, I

	Knowledge and understanding 
	Essential 
	Desirable 
	Assessed 

	Knowledge of basic bookkeeping or finance systems (e.g., QuickBooks, Xero).
	
	x
	A,I

	Familiarity with GDPR, safeguarding, or volunteer coordination.
	
	x
	A

	Comfortable with social media or website content management (e.g., WordPress).
	
	x
	A

	Possess or achieve a satisfactory Disclosure and Barring Service (DBS) check.
	
	x
	A

	Skills and abilities 
	Essential 
	Desirable 
	 

	Able to work independently, prioritise tasks, and manage time effectively.
	x 
	 
	A, I 

	Friendly, approachable, and committed to the values of the charity.
	x 
	 
	A, I 

	Strong interpersonal skills with the ability to take initiative when necessary.
	x 
	 
	A, I 

	Able to be flexible, to adapt to shifting priorities, and to prioritise.
	x 
	 
	A, I 

	Able to manage own workload to deadlines and achieve objectives set.
	 x
	
	 A, I

	Willingness to be proactive and, where necessary, lead on administrative and office matters.
	x
	
	A, I

	Able to handle confidential information and data protection issues     
	x
	
	A, I

	Personal qualities  
	Essential 
	Desirable 
	 

	Positive, Solutions Focused, Self-motivated, Empathetic, Adaptable 
	x 
	 
	 
A


AVAILABILITY 
This post requires working on occasional evenings and weekends. 

