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Experts in Disability
and Employment



Disability Works UK
Secretariat (Administrator)

Salary - £25,000 per annum (pro-rata 18.75 hrs per week)

12 month secondment

Based at Leonard Cheshire Head Office in Vauxhall, South London

Disability Works UK is a unique consortia of 8 national charities who have come together to deliver Work Programme contracts – members are Leonard Cheshire Disability, Mencap, Scope, United Response, Mind, The Pluss Organisation, Advance and Action for Blind People.  We have been successful in securing 11 sub-contracts from 4 Prime Contractors across England.  

We are looking to recruit a part time (18.75 hours per week) Administrator on a 12 month secondment, who will oversee the development and implementation of the relevant administrative function for the consortia.
Duties will include: 
· acting as the first point of entry for all DWUK business enquiries and signposting to consortia members accordingly; 
· supporting the Strategic Board and Operations Group through the booking of meetings, agendas and minutes; 
· making sure all data is kept securely and can be accessed when required; 
· filing and maintenance of all Company documents with Companies House and supporting the Chair with the production of official documents and correspondence for signature. 
The role will be based at Leonard Cheshire Disability Head Office in Vauxhall, South London, so it is likely that the successful candidate will be London based.  This role is being advertised initially within the Consortia members on a secondment basis.
Applicants should submit an up to date CV, and complete a short supporting statement of no more than 2 sides of A4 (Arial point 12) outlining what skills and experience they can bring to this role.  This should be sent to tony.adamson@lcdisability.org to be received no later than Thursday 2 February 2012.  Interviews will take place in towards the middle of February.

