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Administrator

Job title:  Administrator
Hours:  21 hours per week 

Duration:  8 months initially

Location:  WEN office, London E1

Responsible to:  Nappy Project Officer and the WEN Office Manager

Pay:  £18,920 pro rata

WEN description:

Women’s Environmental Network is a national membership charity, formed in 1988, that educates, informs and empowers women and men who care about the environment, and campaigns on environmental and health issues from a women’s perspective.
Job Summary:

To assist the Nappy Project with a variety of administrative tasks and with the general running of WEN.
Key tasks
· Assist in responding to general queries to the Project

· Handle requests for campaign materials including sending out of materials, recording distribution and invoicing

· Assist in maintaining the Project database 

· Help plan Project meetings, take minutes and distribute them

· Help ensure that efficient filing and record keeping systems and nappy information library are maintained 

· Assist with mailouts (postal and email) to local authorities, NHS Trusts, activists etc. 

· Keep nappy display materials in order

· Assist in administration of events run by the Project and attendance at outside events

· Maintain press cuttings file

· Assist the Nappy Project staff with other administrative tasks

· Work in accordance with WEN’s policies and practices including Equal Opportunities and Green Housekeeping
General Obligations

· Undertake general office duties such as answering phones, taking messages and taking turns to carry out basic office tasks along with everyone else

· Work according to WEN’s policies and practices including Equal Opportunities and Green Housekeeping
Person Specification

· Computer literate with good skills in Word, Excel, email and databases

· Experience and ability in record keeping and filing information

· Good interpersonal skills, good team player willing to undertake additional tasks in support of colleagues

· Good time management skills

· Able to input data to financial systems accurately and with attention to detail

· Able to deal with telephone enquiries

· Able to deal sensitively with enquiries from women on personal and health matters

· Able to learn new skills and absorb new information quickly

· Able to type accurately at 30 wpm (desirable)

· Committed to WEN’s aims and interested in its activities

· Previous experience in administration in charities and/or voluntary organisations an advantage

Note:  This post is open to women only, section 7(2)(e) of the Sex Discrimination Act applies.
