Job Title: Senior Project Administrator
Location: Home based
Department: Organisational Support and Development Team 
Reports To: Finance, Business and Culture Lead 
Job Summary

The Senior Administrator plays a key role in ensuring the smooth and effective running of our administrative functions. You will lead a small team of project administrators, support senior leadership, and help maintain the systems and processes that underpin our work. This role is ideal for someone who is passionate about inclusion, highly organised, and experienced in managing administrative operations in a values-driven environment.
Key Responsibilities

Lead, line manage, and support the Project Administrators within the Organisational Support and Development Team to deliver high-quality, inclusive services.
Oversee day-to-day operations, including scheduling, correspondence, and record-keeping.
Develop and maintain administrative systems that are accessible and inclusive.
Developing and ensuring the maintenance of appropriate filing and bring forward systems, to include record keeping, archiving, and databases in line with agreed company standards. Continuously review filing systems to ensure efficiency. 

Support the leadership team and Advisory Council with diary management, meeting coordination, and minute-taking.
Ensure compliance with data protection, safeguarding, and other relevant policies.
Coordinate internal and external communications and support the delivery of staff and volunteer training.
Manage office supplies, equipment, and facilities in line with budget and sustainability goals.
Contribute to project planning and reporting, particularly in terms of administrative support needs.
Contribute to updating company policies and procedures. 
Contribute to the design and delivery of the staff wellbeing program.
Contribute to the effective management of HR operations.
Promote a culture of respect, inclusion, and continuous improvement.
Due to the small nature of the team and the project-based work that is undertaken, it is likely that the post will develop over time and will need to provide cover and support to colleagues. 

Other Important Things About the Job

· This role requires occasional travel for meetings and events.
· Some evening and weekend work may be required to attend fundraising activities.
· The successful candidate will be required to undergo a DBS check if necessary.

Person Specification

Essential:
Proven experience in an administrative or office management role.
Experience supervising or mentoring staff or volunteers.
Excellent organisational and time management skills.
Strong written and verbal communication skills.
Proficiency in Microsoft Office and digital collaboration tools.
Commitment to the rights and inclusion of people with a learning disability and autistic people.
Ability to work with sensitivity, discretion, and respect for confidentiality.
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