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Experts in Disability
and Employment




JOB DESCRIPTION 

Job Title:



DWUK Consortium – Administrator
Location:



London
Responsible to:


DWUK Executive Director
Responsible for:
DWUK Secretariat 

Job Purpose:
To provide a comprehensive administrative secretariat function for Disability Works UK. 
KEY ACCOUNTABILITIES

· Filing and maintenance of all Company records and documents at the Company Office Address including: the accounts, register of members, business and operating plan, bank statements/records, policies and procedures, all Company meeting papers and minutes, contracts/sub-contracts/letters of intent, expressions of interest and funding bids

· Acting as the single point of entry to the Consortia and its members, ensuring that all enquiries are directed to the correct person

· Signposting enquirers to appropriate DWUK function 

· Providing an initial point of contact for all DWUK enquiries

· Support DWUK Chair through preparing official documents and correspondence for signature
· To ensure project data is kept, analysed and reported effectively.

· Support DWUK Board through managing AGM, General Meeting/Board meeting schedule

· Support DWUK Operational Group through the meeting schedules, creation of agenda and production of minutes

· Collating and distributing papers for AGM, General/Board meetings

· Taking, producing and distributing AGM, General/Board meeting minutes 

· Producing and distributing documents pertaining to internal DWUK procedures as defined in the DWUK Members Agreement and DWUK Articles

· Support Managing Director / Company Secretary through producing essential correspondence and documentation to enable liaison and fulfilment of obligations with DWUK Legal Advisers, DWUK appointed Accountant and Auditors and Companies House

· To support events in terms of attendance and organisation

· To undertake other such tasks as may be necessary to ensure the smooth administration of the Consortia 

· To maintain and update promotional material on leaflets and websites

Person Specification

Essential qualifications

· To be educated to A Level standard or demonstrate track record in provision of administration in a similar environment

Essential Other

· To have empathy with the ethos, values and aims of Disability Works UK

Desirable Requirements

· To be PRINCE 2 certified.

· To have an IT or administration qualification.

· To have PA project experience.

· To have advanced skills in Microsoft Office applications.

· To be a disabled person.

Key Competencies required for the role
· To have experience of data entry and understanding of databases.*

· To have administration experience.

· To have experience of maintaining confidential filing systems both manually and in electronic format.

· To have knowledge and experience of Microsoft applications (including Word, Excel, Access, PowerPoint, email, Internet and MS Project).*

· To have experience of following procedures and to carry out given instructions.

· To have good attention to detail in all aspects of work.

· To be able to maintain confidentiality at all times.*

· To have clear and concise verbal and written communication skills.*

· To be confident and professional in dealing with a wide range of people.

· To have excellent interpersonal skills.*

· To be able to work in isolation as well as part of a team.

· To be able to prioritise, work methodically and to work to deadlines/under pressure.

· To have a good telephone manner.

