Administration Co-ordinator: Organisational Support

Organisation Neuroendocrine Cancer UK

Department Operations

Reporting to Director of Operations

Location Remote, with an expectation to meet in person at team

meetings every quarter.

Contract Permanent

Hours 3 days per week (22.5 hours) — days to be agreed with Manager
but must be able to work on Mondays as this is a designated all-
team crossover day.

Salary £32,960 (pro rata for 22.5 hours/week)

About Neuroendocrine Cancer UK

Neuroendocrine Cancer UK is the national charity dedicated to supporting people affected by
neuroendocrine cancer. The organisation works to improve diagnosis, treatment, research and
support for patients and families, while raising awareness of this complex disease among health
professionals and the public.

About the Role

The Administration Co-ordinator: Organisational Support is a pivotal role at the heart of
Neuroendocrine Cancer UK. As part of the Operations team, you will help create the strong
organisational foundations that enable our charity to deliver meaningful support, drive
awareness and improve outcomes for people affected by neuroendocrine cancer.

Working closely with colleagues across operations, fundraising, communications and patient
support, you will provide high-quality administrative and coordination support that keeps the
organisation running efficiently and effectively. No two days will be the same; from coordinating
projects and maintaining accurate records to improving processes and supporting colleagues
across the charity, your work will have a direct impact on our ability to achieve our mission.

We are looking for someone who genuinely values the power of excellent administration and
recognises that great organisations are built on strong systems, careful planning and exceptional
attention to detail. You will take pride in producing accurate, high-quality work, spotting the
small details that others might miss, and ensuring information is organised, reliable and
accessible.



Alongside excellent organisational skills, you will be proactive, adaptable and solutions-focused,
enjoying the variety that comes with supporting a busy, growing charity. You will thrive on
bringing order to complexity, balancing competing priorities with confidence, and finding
practical ways to make things work better.

Above all, you will be someone who enjoys helping others succeed. By keeping processes
running smoothly, anticipating what colleagues need and providing dependable support, you
will play an essential role in enabling every team across the organisation to deliver their very
best work. You will recognise that every task - whether routine or complex - has value,
approaching each with the same professionalism, care and attention to detail because you
understand the difference that excellent administration makes.

If you're someone who takes pride in creating order from complexity, enjoys supporting others
to succeed and believes that outstanding administration can make a real difference, we'd love
to hear from you.

Key Responsibilities

Frontline Support

e Help manage the organisation’s main communication channels, including covering the office
phone.

e Monitor and manage the hello@ inbox, responding to enquiries or directing them to the
appropriate team.

e Provide friendly, responsive first-point contact support for patients, supporters and
partners.

Fundraising & Support Team Administration Support

e Support the delivery of community fundraising activities through effective administration.

e Maintain accurate fundraising records and assist with database updates and data entry.

e Send supporter communications such as good luck and follow-up messages using templates.

e Manage event registrations and supporter information.

e Collate and organise post-event feedback.

e Upload support group events to Zoom and the website.

e Upload webinars to Enthuse and the website.

e Support moderation and administration of online community spaces such as Facebook
groups.

Website & Digital Support

e Carry out minor website updates including event listings, copy edits and content uploads.
e Upload blogs and news articles where required.

e Maintain accurate event information across digital platforms.

e Identify and update broken links or outdated content.



Systems & Organisational Support
e Maintain and update organisational systems and records, including CRM data hygiene.
e Upload and organise documents across shared systems such as Salesforce and SharePoint.
e Support the organisation and maintenance of shared digital workspaces.
e Maintain and update the organisation’s Information Hub.
e Provide basic technical support for colleagues where needed.
e Assist with data cleansing and database management.
e lLogging donations and sending out receipts.

Governance Support

e Support meeting preparation and logistics.

e Take clear and accurate minutes, capture actions and support follow-up.

e Lead on the administrative support and organisation for team meetings, away days and
other key events, including venue booking, travel arrangements and catering.

Project Support

e Provide administrative and coordination support for organisational projects and change
initiatives.

e Assist with project documentation, meeting coordination and action tracking.

e Support project teams to maintain organised records and shared resources.

e Help ensure project milestones, actions and timelines are monitored and communicated
effectively.

Person Specification

Essential Skills and Experience

e 5 years + experience in a senior administrative or co-ordination role.

e Strong organisational skills and the ability to manage multiple tasks and priorities.
e Excellent attention to detail and commitment to high-quality administrative work.

e Confident using digital tools and systems such as shared drives, databases or CRM systems.

e Strong written and verbal communication skills.
e Ability to work independently while contributing positively to a team.

Personal Qualities
e Solutions-focused and proactive in identifying ways to improve processes.
e Someone who values excellent administration and takes pride in delivering work to a high
standard.
e Highly organised and detail-oriented.
e Acollaborative team player who enjoys supporting colleagues across the organisation.
e Positive, proactive and adaptable with a can-do attitude.



e Comfortable working in a dynamic environment where priorities may shift.
Why Join Us?

e By joining Neuroendocrine Cancer UK, you will be part of a dedicated team committed to
supporting people affected by neuroendocrine cancer. Your work will help ensure the
organisation runs effectively so that patients, families and healthcare professionals receive
the support, information and advocacy they need.

How to apply
The application deadline is midday on Monday 24" August 2026.
Please send us your CV together with a cover letter (no more than two pages) telling us:
e What attracts you to this role and to Neuroendocrine Cancer UK.
e  Why you believe excellent administration is fundamental to an organisation's success.

e The qualities you would bring to our team and why you think you'd be a great fit for this
role.

Please title your documents with your first name, followed by CV/Cover letter and email to

sam@nc-uk.org

Planned interview date: w/c 14 September 2026.


mailto:sam@nc-uk.org

