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Post:   Administrator   

Team:  Management & Learning 

Salary: £14,314 pa (£11.47phr) + pension contribution 
  Note: the full time equivalent salary for this role is £22,366 pa    

Hours:   24hrs per week (Monday, Wednesday, Thursday, Friday) year round 

    

Context 

The Rendezvous is a Sherborne based charity that has been providing support services for young people 

since 1997.  We have a small team of core staff, sessional workers and an amazing group of volunteer tutors 

who help us deliver mental health support, English and Maths tuition, advice and information and young 

parents support groups.  We have been growing and now offer some services in Gillingham, Shaftesbury and 

Yeovil.   We now need more administrative help to keep us on track and ease the pressure on the team.  

 

Role Purpose 

 To be a key part of the team and a central point of contact for the organisation 

 To aid the smooth running of the charity including the day to day operation of the premises for all 

who use them 

 To work as part of the Learning team to provide administrative support for the English and maths 

learning and exam programme   

 To provide administrative support in the recruitment of volunteers and/or staff that ensures 

compliance with safer recruitment policy 

 Other administrative and occasional support to the Chief Executive and staff  

 

The desired outcomes:  

 The building operates safely and smoothly, is warm and inviting and everyone is warmly welcomed  

 Recruitment administration runs smoothly and efficiently 

 The learning sessions and exams run smoothly, with problems identified early and resolved 

 Administration is efficient and organised, recording systems are in place, used consistently and 

wherever possible improved and streamlined, making best use of available technologies 

 

Person Specification   
You are 

 Unflappable and organised 

 Positive and self-driven, able to work both independently and as part of a team  

 Flexible and able to prioritise 

 A demon for detail  

 Full of initiative but smart enough to know when to ask 

 A people person  

 Happiest in a role with lots of variety  

 Willing and able to comply with our policies and procedures – including safeguarding, equality and 

diversity  
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Education, qualifications or experience  

 A good standard of English & Maths is essential – Level 2 or equivalent minimum 

 Experience of working in a busy office managing competing priorities essential  

Knowledge, skills and abilities 

 Excellent IT skills  

 Able to follow and create systems and procedures  

 

A normal day  

There are peaks and troughs across the year in terms of activities and the focus of the ‘normal day’ will 

reflect that – eg the period around the end of term tends to see lots of exam activity whilst school holidays 

(when learning sessions rarely take place) are ideal times to focus on larger admin projects and 

implementing new systems.     

Mornings (10-12) - mornings are the time when the building is at its quietest.  This means that once the 

regular premises tasks are done (eg the post, picking up milk, doing the weekly fire alarm check).  It’s a good 

time to deal with the more complex administrative tasks that need doing (eg DBS checks) or undertaking 

projects such as revamping processes and procedures or creating a new filing methodology.  Because 

mornings are quiet you they are also good times to meet with other staff members. 

Lunchtime (12-2) Depending on the day of the week other staff and volunteers may start to come in around 

lunchtime in preparation for one of the 3 learning sessions that run each week.  The rooms and resources 

need to be ready for the start of the learning session and laptops charged and ready. 

Afternoons (2-4.30) Engaging with the volunteers and learners is an important part of the job and taking 

time to get to know them helps everyone feel a positive part of the Rendezvous family.  But you’re also there 

to lend a hand, make sure the registers are taken, make the occasional mug of tea, help out with 

photocopying if needed or try to work out why the printer won’t work, or the laptop isn’t charged.  You 

might also need to host a visit from potential volunteers and stand in for the Learning Manager in her 

absence.  There is also a regular weekly staff meeting. 

 

Key activities and responsibilities  

These are the sorts of things that the role involves over the course of a year – some happen regularly other 

things may happen just once or twice a year.  

 General administration 

Answering telephone, taking messages, answering the door and welcoming visitors etc, managing post, 

post office trips and keeping the fridge stocked with milk, writing thank you letters, filing, managing 

resources such as stationery and ordering supplies, managing the photocopier (and the service 

engineer), petty cash, liaising with the Finance Administrator, banking cheques, managing the cleaner 

 

 Premises 

Managing keys and access, keeping the space presentable – watering plants, posters up-to-date, liaising 

with the landlords or arranging routine and emergency maintenance directly and working including 

electricians etc, health and safety monitoring, working with staff to ensure risk assessments are regularly 

updated, managing bookings, letting people in and out, notifying Finance regards invoicing, liaising with 

IT support when needed  

 

 Safer Recruitment & Safeguarding 

Managing the DBS process for staff and volunteers and keeping appropriate records, undertaking ID 

checks and managing reference requests, keeping HR records and monitoring holiday allocations, 

arranging annual safeguarding training to take place and recording attendance, liaising with our HR 

company who advise and support, placing adverts in press.  Key staff links:  Learning Manager, Chief Exec 

 General learner administration 



JD | ADMIN | May 2021 

Maintain volunteer tutor records (c35) – implement volunteer thank you reward programme –cards and 

pressies, etc, collation of learning data to support funding applications, maintain learning resources – 

including laptops, organise mechanics of termly meetings and catering and support annual celebration   

Sessions: Welcome and liaise with learners, volunteers and occasionally parents, resolve problems – in 

person, phone, online, email etc, keep attendance registers for learners and tutors- paper/digital, 

register learners with exam board, take receipt of exam papers and store securely, ensure the smooth 

running of the exams – checking IT and resources in advance Maintain records of exam outcomes, support 

the preparation of evidence for the annual inspection of the exam board, attend exam board training events, 

maintain learner records - including registration documents etc both on paper, digitally and on Lamplight     

 

 Misc 

Administrative support to CE (eg reports, trustees meetings etc) and other staff members as required 

(infrequent), occasional attendance at events and other tasks as required and relevant to the charity’s 

work. 

 

This organisation is committed to safeguarding and promoting the welfare of children, young people and vulnerable 

adults and expects all staff and volunteers to share this commitment. Background checks and an enhanced DBS will be 

required 

  

 


