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Salary: £25,878 per annum.
Responsible to: General Manager
Main Purpose of the Role
The Administrator plays a key role in supporting the effective day-to-day operation of The Friendly Trust. As the first point of contact for many callers and visitors, the postholder will provide a professional, welcoming and responsive service, ensuring enquiries are handled efficiently and messages are communicated accurately. The Administrator will be responsible for maintaining effective administrative systems, managing organisational records and data, and providing high-quality administrative support to the Director, General Manager, Team Managers and Trust Officers. Through these activities, the postholder will help ensure the smooth running of the organisation and contribute to the achievement of The Friendly Trust's aims and objectives.
Key Responsibilities
Communication and Customer Service
· Act as the first point of contact for telephone enquiries, providing a professional and helpful service to service users, families, professionals and other stakeholders. 
· Answer incoming telephone calls promptly, relay messages accurately and ensure enquiries are directed appropriately. 
· Manage incoming and outgoing correspondence, ensuring information is communicated effectively and in a timely manner.
· Maintain positive and professional relationships with internal and external contacts.

Data Management and Reporting
· Support the Director, General Manager, Team Managers and Trust Officers in maintaining accurate records and statistical information. 
· Ensure the timely and accurate input, maintenance and retrieval of information within the Trust's case management and data systems. 
· Assist with the production of monitoring information, reports and organisational statistics.

Office Systems and Administration
· Develop, maintain and improve administrative systems and processes that support the efficient running of the organisation. 
· Maintain electronic and paper filing systems, ensuring records are stored securely and remain accessible when required. 
· Provide administrative support to managers and Trust Officers across the organisation.

Operational Support
· Assist with arranging meetings, training sessions and organisational events.
· Prepare, photocopy and distribute documents, agendas, leaflets and other materials required for service delivery and organisational activities. 

Building, Facilities and Resources
· Support the General Manager in coordinating building maintenance, repairs and equipment servicing. 
· Liaise with landlords, contractors and suppliers as required.
· Help maintain office resources and equipment.

Financial Administration
· Undertake routine financial administrative duties, including processing invoices and highlighting any discrepancies or concerns to the General Manager. 

Quality, Compliance and Sustainability
· Support the maintenance of accurate organisational records and compliance with organisational policies and procedures.
· Contribute to environmentally sustainable working practices across the Trust. 

Other Duties
· Undertake any other duties commensurate with the role as reasonably required

Person Specification
Essential Skills and Experience
· Excellent verbal, written and interpersonal communication skills, with the ability to communicate clearly, professionally and sensitively with Service Users, family members, colleagues and external agencies.
· Strong administrative, organisational and customer service skills, with the ability to manage a varied workload, prioritise competing demands and respond effectively to changing priorities.
· Excellent attention to detail, with the ability to maintain accurate records, handle confidential information appropriately and comply with data protection requirements.
· Confident and competent user of Microsoft 365, databases and other IT systems, including experience of data entry and maintaining electronic record systems.
· Ability to work independently using initiative, whilst contributing effectively as part of a team.
· Positive, flexible and proactive approach to work.
· Empathy, patience and the ability to work sensitively and respectfully with vulnerable people and individuals from a wide range of backgrounds.
· Commitment to equality, diversity and inclusion, professional standards and The Friendly Trust's values.

Desirable Skills and Experience
· Experience working within the charity, voluntary, health or social care sectors.
· Experience of handling front-line enquiries, telephone calls, reception duties or other customer-facing services.
· Knowledge of issues affecting people with learning disabilities and their families.
· Knowledge of welfare benefits, financial administration or related support services.
· Experience of using case management, CRM or client record systems, including CASPAR Gov or similar software.
· Experience of producing reports, statistics and monitoring information.
· Experience of coordinating office systems, administrative processes or facilities management.
· Knowledge of information governance, records management and basic financial administration, including invoice processing and record keeping.
· Good record of punctuality, reliability and attendance.

Personal Attributes
· Professional, trustworthy and dependable.
· Solution-focused, adaptable and committed to continuous learning.
· Able to remain calm and professional when handling sensitive or challenging enquiries.
· Committed to supporting The Friendly Trust's mission, values and person-centred approach.

Application Process
The Friendly Trust is committed to fair, transparent, and safer recruitment practices. Our recruitment and selection process will be carried out in line with our Recruitment Policy and relevant employment and safeguarding legislation.

How to apply
· Applicants are asked to submit a CV and a supporting statement to recruitment@friendlytrust.org.uk explaining how they meet the Person Specification for the role by 9am on the 3rd August 2026
· Applicants should provide a full employment history, including any gaps in employment.

Shortlisting
· Shortlisting will be carried out by a recruitment panel using the essential and desirable criteria set out in the Person Specification.
· Shortlisting decisions will be made objectively and without regard to protected characteristics, in line with equality and diversity legislation.


Interviews and assessment
· Shortlisted candidates will be invited to interview by email.
· Interviews will take place the week commencing 10th August 2026
· Interviews will be conducted by a panel of at least two people, which may include senior staff and/or Trustees.
· The selection process may include additional assessment methods, such as a practical exercise or short presentation, relevant to the role.
· Notes will be taken by panel members to support fair and consistent decision‑making.

Appointment and pre‑employment checks
· All offers of employment are subject to the receipt of satisfactory references. Two references will be requested, one of which should be from a current or most recent employer.
· The successful candidate will be subject to an Enhanced Disclosure and Barring Service (DBS) check, due to the nature of the role and contact with vulnerable adults.
· Having a criminal record will not automatically prevent appointment. Any disclosures will be considered fairly, confidentially, and proportionately, in line with the Rehabilitation of Offenders Act 1974 and the DBS Code of Practice.

Equality, safeguarding and safer recruitment
· The Friendly Trust is committed to equality of opportunity and actively welcomes applications from people of all backgrounds.
· Appropriate safeguarding considerations will be applied throughout the recruitment process, reflecting our responsibility to protect vulnerable people.
· Information provided as part of the recruitment process will be handled in accordance with UK GDPR and confidentiality requirements.

Equal Opportunities Monitoring
· Applicants will be invited to complete an Equal Opportunities Monitoring Form. This information is collected for monitoring purposes only, is entirely voluntary, and is not shared with the shortlisting or interview panel.
· Monitoring data is used to help the organisation review and improve the fairness and inclusivity of its recruitment practices, in line with equality legislation.

Contact Information
To apply, or for any questions regarding the position, please contact recruitment@friendlytrust.org.uk
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The Friendly Trust provides information and advice on financial matters to people with learning disabilities and their families.
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