Office Administrator

Key areas of responsibility

The Office Administrator will provide professional administrative support to the Labour Behind the Label team and ensure the smooth running of the Labour Behind the Label office.

Deadline for applications: 5pm on Friday 1st May.

Interviews: Wednesday 6th May.

Salary: £18,000 0.2 FTE (7 hours/week)

Office Management:

· Ensure risk assessment is adhered to and first aid box is up to date
· Manage the info@ email address and forward if necessary
· Main point of contact for reception, car passes, keys, meeting room bookings, invoices
· Manage the printer contract, order refills
· Manage the email system 

· Some finance support and basic finance tasks including book keeping

· Stationary orders 

· IT support – helping staff to iron out any IT issues, ensuring staff use backed up file storage systems

· Database updating – changes of contact details, campaign signatures, regular donations
· Basic staff admin support, as needed

· Arrange for any repairs

As part of the Staff Team:
· Pick up post on working days

· Clean the office when necessary

· General office upkeep – removing boxes, tidying, recycling etc
· Self management, including holiday forms and working hours
Person specification

Applicants are encouraged to include voluntary experience to demonstrate that they meet the criteria below, as well as any paid work.
Essential

· Experience of office management for a small organisation

· Excellent IT skills, including Word, Excel, Open Office, DropBox 

· Basic bookkeeping or budgetary experience

· Experience updating and managing a contact database 

· Good organiser
· Commitment to working cooperatively 

· Self starter; manages own time and workload independently; copes well under pressure

Desirable

· Knowledge of some or all of the following: labour rights, women's rights, human rights, or international development issues 
· Knowledge of labour rights issues in international garment supply chains
· Experience working in a cooperative or campaigning organisation
· Knowledge of office risk assessments and safety
