
 

 

Post Title: Administrator 

Salary: £16 pro-rata 

Responsible to: Office Supervisor 

Liaise with: Managers; Supervisors; Colleagues; Contractors 

Hours of Work: 20 hours per week; Monday-Friday 

Location: Cardiff Women’s Aid, Head Office 

Job purpose: To assist the Office Supervisor with all administrative & operational 

tasks of the Charity and any other tasks set by the Office Supervisor. 

 

Main Areas of responsibility: 

1. T100 H&S, Citrus HR, Asset Management databases 

2. Administration 

3. Filing 

4. Health & Safety 

5. Facilities 

6. General 

 

1. T100 H&S, Citrus HR, Asset Management databases 

 Ensure all recorded data is up to date. 

 Ensure all forms are input onto the database. 

 Ability to pull reports and other information required. 

 

2. Administration 

 Administrative support to employees and Trustees. 

 Management of office equipment. 

 Handling external or internal communication or management systems. 

 Organising, arranging and coordinating meetings. 

 

3. Filing 

 Ensure both paper and electronic documents are filed. 

 Data entry. 

 Office organisation. 

 Scanning and copying. 

  

4. Health & Safety 

 Assist in ensuring compliance with health and safety standards. 

 Liaise with our H&S advisors. 



 

 Ensure that safety-related training records, accident reports and other 

documents are completed and stored properly. 

 Complete tasks set by the Office Supervisor – e.g risk assessments 

 

5. Facilities 

 Assist with the scheduling of preventative maintenance, respond to 

urgent maintenance calls and participate in the creation of emergency 

preparedness plans. 

 Liaise with contractors to ensure all issues are rectified. 

 

6. General 

 Assist with projects set by the CEO. 

 Coordination and implementation of office procedures. 

 Any other task set by the Office Supervisor. 

 

 

 

  



 

Person Specification 

 

Experience 

 

Essential: 

 General office experience. 

 Working with many areas of responsibility. 

 

Desirable: 

 Experience of being a Personal Assistant. 

 Experience of maintaining databases. 

 

Knowledge 

 

Essential: 

 Highly computer literate, with an excellent working knowledge of 

Microsoft Office. 

 Understanding of office procedures 

 

Desirable: 

 Citrus HR, T100 H&S system, Asset Management databases 

 

Skills and Abilities 

 

Essential: 

 Excellent time-keeping 

 Coherent and articulate phone manner. 

 Ability to work on own initiative. 

 Highly organised, with excellent workload management skills, 

specifically with the ability to prioritise own work and reprioritise when 

necessary. 

 Strong communication skills and the ability to produce clear, concise 

written correspondence. 

 The ability and confidence to communicate with others at all levels of 

seniority and with all levels of ability. 

 Able to carry out tasks that often demand high levels of concentration. 

 Integrity and understanding of the care needed with sensitive 

information. 

 Willingness to accept responsibility. 


