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JOB DESCRIPTION 

SURVIVING ABUSE AND THRIVING PROJECT 

ADMINISTRATION OFFICER 

 

Job Title Administration Officer 

Hours of Work 35 hours per week 

Salary £23,500 

Length of Contract 3 years (2022-2025) 

Accountable to Line Manager 

Primary location of work AWRC premises  

 

Introduction:  

The Asian Women’s Resource Centre (AWRC) is a feminist organisation, and our values are 
founded on commitments to human rights, anti-discrimination and freedom from oppression. 
We endorse global evidence that violence against women, domestic abuse and sexual  
violence is gendered, a cause and consequence of the unequal position of women and girls 
in society, a violation of human rights, and is entirely preventable. 
 

The Surviving Abuse and Thriving (SAAT) Project: 

The SAAT Project will build on the success of the Surviving Abuse and Saving Lives (SAARL) 

project, which was funded for 8 years by the Big Lottery Community Fund.  It will focus on 

supporting women to become more independent and better able to integrate into mainstream 

society, by offering a combination of services and activities to increase knowledge of their 

rights and entitlements, improve self-esteem confidence and reduce isolation, so that women 

can make informed choices and access services. 

 

Job Purpose: 

The Administration Officer (AO) will support the overall administrative function of The AWRC 

to consistently maintain the smooth running of the organisation and support the general 

operations.  The postholder will be a dynamic individual who can perform assorted 

administrative duties efficiently and effectively. 
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Key Tasks: 

1 Handle all incoming calls and email enquiries. 

2 Manage, upload, and distribute all incoming referrals. 

3 Ensure the smooth running of the administrative systems including monitoring and 
recording of information necessary for the organisation. 

4 Use the database and case management system to record information and monitor 
data. 

5 Provide information as requested for the Director to enable her to make timely returns 
to funders. 

6 Deal with and co-ordinate all telephone enquiries, including transferring calls and taking 
messages for other members of the team. 

7 Manage enquiries from members of the public including on the information email 
account, and deal with them appropriately or pass the enquiry on to the relevant 
person. 

8 Use Microsoft Word, Outlook, PowerPoint, Excel, Publisher and other in-house 
systems to produce correspondence and documents, create and maintain 
presentations, records, spreadsheets and databases. 

9 Organise conference, seminars and events. 

10 Use content management systems to maintain and update websites and internal 
database. 

11 Attend meetings as required by the Director, take minutes and file accordingly. 

12 Liaise closely with office staff and external contacts. 

13 Undertake general administrative duties including: ordering and maintaining stationery 
and equipment; sorting and distributing post; organising and storing documents and 
computer based information. 

14 Photocopying and printing various documents, sometimes on behalf of other 
colleagues. 

15 Work closely with the Community Development Officer Organise to support group 
activities and any other internal and external events when required.   

16 Collate, prepare and distribute publicity and information about AWRC’s services to 
potential service users, referral agencies and other relevant bodies, via quarterly 
leaflets, newsletters, updating website etc. 

17 Positively promote the AWRC services using all communications tools including social 
media, posters and ensure widespread distribution. 

18 Meet with and promote the service to other agencies and potential service users. 

19 Ensure that diversity and equality is at the centre of the service and the service is 
responsive to and meets the needs of all women. 

20 Ensure interpreters or support in situations where a language is not covered in house. 

21 Ensure meeting spaces are accessible and adopt a flexible approach to meeting with 
women with disabilities. 

22 Ensure all groups of women are aware of and feel welcomed by the service, confident 
their needs will be met. 

  

 

 General Duties: 

1 Attend full staff and team meetings. 

2 Work flexibly as agreed within the team to meet the demands of the service. 

3 Maintain confidentiality in all matters relating to AWRC. 
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4 Available for training opportunities as agreed with the Director. 

5 Positively promote the work of the Asian Women’s Resource Centre. 

6 Implement and abide by all Asian Women’s Resource Centre’s policies and procedure. 

7 Undertake other related duties requested by the Director or Board as deemed 
appropriate and//or necessary. 

8 Ensure the effective implementation of Safeguarding, Health & Safety, Equality and 
Diversity and other policies and procedures and uphold the core values of Asian 
Women’s Resource Centre. 

9 Work across teams and undertake such other duties, appropriate to the grade and char-
acter of the work, as may reasonable be expected. 
 

 

It is essential to the development of AWRC’s service delivery that the post holder is able to respond flexibly 

to changes in the requirements of this post.  This job description is therefore a guide and not an exhaustive 

list of all responsibilities the post holder may have over time 

 

PERSON SPECIFICATION 

 

A = Application Form     I = Interview 

KNOWLEDGE AND QUALIFICATIONS: 

1 Preference will be given to candidates with an office management or related 

qualification. 

A 

2 A clear understanding of the issues affecting women experiencing domestic abuse 

both directly and indirectly. 

A/I 

3 A commitment to upholding the policies, procedures, and values of AWRC and a 

commitment to ensuring Equality of Opportunities in all areas of practice and 

performance. 

A/I 

 

EXPERIENCE: 

4 Direct and demonstrable experience of administrative and office management 

experience. 

A/I 

5 Experience in the use, and application of computer based administered and monitoring 

systems, and information data base. 

A/I 

6 Experience of communicating clearly, concisely and diplomatically with a wide range 

of people verbally, online and in person. 

A/I 

7 Experience of working in partnership with a wide range of stakeholders, including the  

statutory, voluntary and private sector. 

A/I 

8 Experience of organising and prioritising a complex workload, working to tight 

deadlines and being self-servicing in administrative duties. 

A/I 

9 Ability to work with a wide range of women, recognising and catering for a wide range 

of need. 

A/I 
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10 Ability to speak a community language. A/I 

11 Good analytical and problem-solving skills. A/I 

12 Excellent administration, typing, with good working knowledge of ICT skills and ability 

to use a variety of Word packages. 

A/I 

 

SKILLS: 

13 Excellent listening skills and the ability to communicate well with a wide range of 

people of all ages and backgrounds. 

A/I 

14 Ability to work well within a team and responsibly on your own initiative, and to maintain 

professional boundaries with clients and partner agencies. 

A/I 

15 Flexible, proactive approach and a good ability to prioritise work. A/I 

16 Good data collection, monitoring and IT skills, including word processing and using 

databases and spreadsheets. 

A/I 

17 Ability to improve existing systems and introduce new processes where necessary. A/I 

18 Good report writing skills, including preparing reports for courts, case conference and 

information for Multi Agency Risk Assessment Conferences (MARACs).       

A/I 

 

GENERAL: 

                                                                                                                                                   

 
This post is open to *female applicants only as being female is deemed to be a genuine 
occupational requirement under Schedule 9, Paragraph 1 of the Equality Act 2010.  
 
Asian Women’s Resource Centre is committed to equality and diversity and strongly 
encourages applications from women with disabilities, BME backgrounds, the LGBT 
community, and with personal experience of the criminal justice system, as these groups are 
currently under-represented in our organisation.  

19 Clear boundaries and a willingness to accept line management and make effective use 

of supervision. 

A/I 

20 A good understanding of the importance of confidentiality and anti-discriminatory 

practice, safe practice and health and safety procedures. 

A/I 

21 A good understanding of cultural issues and equal opportunities. A/I 

22 A firm commitment to BME women, children’s and young people’s rights and to work 

within AWRC’s framework and its core values. 

A/I 

23 Willingness to carry out the policies and procedures of AWRC and to work to agreed 

guidelines and codes of conduct. 

A/I 

24 To carry out other duties appropriate to the post as requested by your Line Manager 

or the Director of AWRC.  
 

I 


