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Job Title: Administrator 

Purpose: To provide administrative support in the day to day running of the charity.

Location: Roundmead Hall, Roundmead, Poplars, Stevenage, Herts SG2 9PQ 

Key Responsibilities: 

· Answer the telephone and directs calls to the appropriate person

· Prepare correspondence as needed

· Enter data onto the Client database

· Filing and retrieving documents

· Other duties as assigned

· Client confidentiality

Reports to: Honorary Treasurer, React Disability Group 

Time Commitment: One day per week (Tuesday or Thursday) for four hours (10am to 2pm)  for a minimum of three months.

Essential Skills: 

· Computer literate

· Good level of English spelling and grammar

· Methodical and organised

· Good team player

· Pleasant manner

· Dependability

Desirable Skills:

· Experience of data entry

· Experience of office administration

Support: Training for this position will be provided. Other staff will be available to answer questions and provide assistance.

Age Requirement: None 

Dress Code: Casual 

Other Notes: Candidates must be willing to undergo a CRB check.
