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Job Description
Post:		Management Assistant (would consider trainee applications)
Contract:		Permanent subject to ongoing funding
Hours:	              21-28 hours per week (to be worked flexibly to meet the needs of the post)
Salary: 	£22,750 - £24,012 depending on experience (pro rata)
Location:		Dingwall Office
Reports to: 	      Operations Manager
Required:		PVG check
Holidays:		40 days per annum pro rata for part time (this includes public holidays)
Probation:	      3 months’ probation and training period 
Pension:		10% 
Training:		You will receive induction training and weekly support in the first three months. Thereafter you will receive bi-monthly support and supervision
Closing date:     31st January 2025 

Interviews: scheduled for week commencing 3rd February 2025
There may be a requirement to work out with normal working hours on occasions

	Overview

	The Management Assistant at ROSSWA will play a vital role in supporting the daily operations of the charity by assisting the Operations Manager with a wide range of administrative tasks. This position involves contributing to smooth and efficient reporting, record-keeping, and planning processes essential to the charity's day-to-day functioning. The postholder will assist in managing schedules, coordinating tasks, and maintaining accurate records that align with the charity’s mission and goals. This role offers a supportive environment for individuals seeking to develop their skills in administration and operations, making it an ideal opportunity for a working mum or someone looking for a trainee position.



To request an informal call to further discuss this role, please text 07738 259 399 to 
arrange a mutually suitable time







	
	Job description/key tasks

	
	Provide responsive clerical support to the Operations Manager

	
	Supporting diary and meetings planning

	
	Provide clerking support such as circulating papers, taking minutes

	
	Liaise with external services to ensure the smooth, effective and safe running of ROSSWA

	
	Help maintain employee records and payroll 

	
	Code and file invoices

	
	Maintain an organised electronic filing system

	
	Oversee equipment and supplies inventory

	
	Carry out reception duties as and when required

	
	Update website content as required

	
	Play a lead role in various service evaluation initiatives



	
	Person spec
	Essential
	Desirable

	
	Highly motivated, organised and enthusiastic 
	X
	

	
	Proficient using Microsoft Office suite
	X
	

	
	Warm, empathetic communication style
	X
	

	
	Committed to upholding ROSSWA’s feminist values
	X
	

	
	Ability to work under pressure
	X
	

	
	Ability to maintain confidentiality 
	X
	

	
	Ability to work independently and as part of a team
	X
	

	
	Ability to manage time effectively
	X
	

	
	Willingness to work within a policy framework
	X
	

	
	Committed to maintaining continual professional development
	X
	

	
	Strong written and verbal communication skills
	X
	

	
	Understanding of the cause and impact of domestic abuse
	
	X

	
	Car owner/business insurance
	
	X

	
	Previous admin/HR/Finance experience
	
	X

	
	Ability to work hours across 5 days
	
	X

	
	Experience with social media/marketing
	
	X

	
	Experience working in the third sector
	
	X

	
	Experience in public facing roles
	
	X
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