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Administrator

	Salary:	
	Grade B £25,210-£29,042 Pro rata ( £20,168 -£23,233) 

	Working Hours:
	28 hours per week, on-site (Monday – Thursday 9 am -5 pm 

	Reporting to: 	
	The Chief Executive Officer (CEO) of The Welcoming, or their delegated post holder.

	Line Management Responsibilities: 
	N/A

	Length of Contract:                         
	Permanent

	Key Working Relationships: 
	Internal: Staff team,  organogram.
External: Service users, volunteers, and partner agencies.












Purpose of the role:
The Administrator supports the smooth day-to-day running of The Welcoming Association and is often the first point of contact for service users, volunteers, and visitors. The role helps create a welcoming, safe, and respectful environment, provides essential administrative and HR support to staff, and ensures that records, information, and office systems are accurate, secure, and well-maintained.

The Administrator plays a key role in supporting service delivery, organisational efficiency, safeguarding, and the overall positive experience of people engaging with The Welcoming Association.

Key Responsibilities
· Manage the reception desk, welcome visitors, and ensure a warm, respectful, and inclusive environment
· Answer telephone, door, and in-person enquiries and provide accurate information about services and activities
· Manage the info@ and admin@ inboxes, responding to or forwarding enquiries to relevant staff
· Signpost service users, volunteers, and visitors to appropriate internal or external services
· Provide information to the public and respond to general enquiries professionally
· Provide administrative support to the CEO and staff team as required
· Support registration of service users and volunteers, including accurate data entry and record keeping
· Maintain the organisation’s Salesforce database and produce weekly statistical reports
· Maintain accurate records for equipment inventories and organisational resources
· Organise staff meetings and circulate agendas at least two working days in advance
· Order office supplies (e.g., stationery, toner, consumables) and manage stock levels
· Ensure refreshments are available for board meetings and office use
· Liaise with suppliers, contractors, and the caretaker.
· Ensure office cleanliness standards are maintained and support a positive working environment
· Maintain up-to-date information resources and organisational library materials
· Administer participant lists for the Welcoming Community Fridge
· Support volunteers and service users to engage safely and positively with the organisation.
· Manage petty cash in line with organisational procedures.
· Carry out any other duties reasonably requested by the CEO or delegated by the Line Manager.
· Participate in training, team meetings, supervision, and organisational development activities

HR & Staff Support
· Maintain a centralised HR filing system and secure personnel records
· Ensure staff disclosure forms and sensitive documents are stored securely
· Maintain staff personnel and absence records
· Support recruitment processes, including preparing sessional staff contracts
· Advise line managers and staff on organisational employment policies and procedures
· Support the CEO in implementing processes to ensure high standards of health, safety, and staff wellbeing

 Safeguarding, Confidentiality & Compliance
· Maintain strict confidentiality and comply with GDPR and data protection requirements
· Comply with health and safety regulations, policy and procedures
· Follow safeguarding policies and escalate concerns appropriately
· Contribute to a safe, respectful, and inclusive environment for staff, volunteers, and service users

Decision-Making & Responsibility
· Exercise sound judgement in handling confidential and sensitive information
· Determine daily work priorities in consultation with the Line Manager
· Escalate safeguarding, HR, or operational concerns appropriately
· Contribute to maintaining high standards of professionalism, safety, and organisational integrity



Person Specification

	Essential
	Desirable

	Education and Qualifications

	· Educated to at least HND in Business studies, HR (or equivalent experience)
· Evidence of administrative, HR, or office-based training would also be an advantage.

	· Qualification or training in administration, business support, HR, or customer service
· Training in data protection, safeguarding, or information governance


	Experience
	

	· Experience in an administrative, HR, reception, or office support role
· Experience dealing with members of the public in a professional and welcoming manner
· Experience managing email inboxes, phone enquiries, and visitor reception
· Experience in maintaining accurate records and handling confidential information
· Experience using IT systems, including Microsoft Office (Word, Excel, Outlook) or similar
· Experience supporting teams with administrative and organisational tasks

	· Demonstrated knowledge and experience working in the third sector, public sector, or a community-based organisation
· Experience supporting HR processes (e.g., personnel records, contracts, disclosures)
· Experience supervising or coordinating volunteers
· Experience handling petty cash or supporting basic financial processes


	Knowledge, skills and attributes
	

	· Excellent communication and interpersonal skills, writing and speaking clearly and being understood by those with English as a second language.
· Understanding of confidentiality, safeguarding, data protection, and GDPR responsibilities
· Understanding of office systems, record keeping, and administrative processes
· Good experience in Human Resources and knowledge of employment law. 
· Ability to manage multiple tasks and respond calmly in a busy environment
· Competence in Microsoft Office software
· Warm, welcoming, and respectful manner — able to create a safe and inclusive environment
· High level of integrity, discretion, and professionalism
· Reliable, flexible, and adaptable in a fast-paced setting
· Commitment to equality, diversity, and anti-discriminatory practice
· Empathy and sensitivity when working with vulnerable people
	· Experience working in a BAME or refugee organisation. 
· Interest in community development, migration, or social justice
· Willingness to learn and develop new skills
· Ability to support HR administration and recruitment processes
· Confidence liaising with external suppliers.
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