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	JOB DESCRIPTION

	Role Title
	Administration Worker

	Contract of Employment
	Permanent (funding dependent)  

	Reporting to:
	Service Manager  

	Location:
	Dunoon office base 

	Responsible to:
	Direct responsibility to Team Leader and Service Manager and through ABWA’s management team the Board of Trustees

	Role Purpose:
	Provide dedicated admin support to ABWA as an organisation and to the management team.

	Salary
	£23,887 + 8% pension 

	Hours of work
	35 hours  (9 – 4.30pm) 




This post is subject to a standard Disclosure. 


Organisation profile: 
Argyll and Bute Women’s Aid (ABWA) provides information, emotional/practical support, and refuge accommodation and accommodation advice to all women, their children and young people who are experiencing or fleeing domestic abuse from their current or ex- partner. 

Purpose of the Post
ABWA is seeking to recruit an experienced Administration Worker. Reporting to the Service Manager, your role will involve providing dedicated admin support to ABWA as an organisation and to the management team. The post holder will be working with other ABWA staff to provide the best possible service to its service users and to maintain and run an effective office system. 

You will also be an active member of ABWA’s team.  

Main Tasks and Responsibilities

· Redirecting telephone calls to the appropriate worker or available member of staff. 
· Managing incoming mail and emails.
· Maintaining and updating ABWA’s LinkedIn account, liaise with our Social Media Worker.
· Inputting data and maintaining database records to facilitate information access and collation of statistics.
· Assisting the Service Manager and Team Leader to collate and analyse data from evaluations. 
· Maintaining clear computer filing system on shared documents.
· Assisting in the recruitment process.
· Preparing induction packs and any other relevant information packs for new staff and board members.
· Support in researching information for training purposes.
· Organising events and bookings in conjunction with other colleagues.
· Providing information to voluntary & statutory agencies when requested and in line with GDPR. 
· Maintaining office equipment – computers, printer/ photocopier, mobile phones, etc. – as first point of contact for any issues or updates.
· Handling and recording petty cash. 
· Minute taking and preparation of internal and external meetings when required (Trustees meetings are held remotely and usually in the evening)
· Monthly (or as needed) inventory of office supplies and equipment i.e., stationery, publicity items and service leaflets. 
· Distribution of leaflets to relevant agencies.
· Management of online orders and supermarket vouchers for service users, this includes monitoring all requests.
· Lead person responsible for reporting refuge/office repairs and ensuring completion in timely manner.
· Lead person responsible for completion of refuge/office Health and Safety checks and adhering to appropriate legislation.
· To undertake other duties as required within the organisation or as delegated by the Team Leader and Service Manager

Monitoring and evaluation
· Maintain an effective internal monitoring system with in-house evaluation as requested by the management team. 
· Lead person responsible for collating service evaluation information.
· Respond to any other need for evaluation evidence of the organisation.

Administration
· Undertake administrative tasks required by the organisation.
· Accurate written records and statistics are recorded on training provided and feedback from participants. 
· Prepare monthly reports when required.
· Undertake the planning of the Annual General Meeting. 
· Work towards anti-oppressive practice in line with ABWA’s Equal Opportunities policy at all times.

General
· To attend and participate in internal meetings as required.
· Liaise with colleagues to provide an effective and consistent service to women, and if any, their children.
· In addition, as part of an integrated team, you will be responsible, with other workers, for ensuring that all aspects of the service are covered.
· To undertake mandatory training and Continual Professional Developmental opportunities as agreed by your line manager.
· To participate in the national work of the Scottish Women’s Aid network as agreed by the management team. 



Policies and Procedures 
· To comply with ABWA’s policies and procedure in all day-to-day duties and to be responsible for the Health and Safety for the refuge.  
· Adhere to ABWA’s  Code of Conduct Policy.

Supervision
The post holder will receive regular supervision from the Service Manager.

Confidentiality
Staff are expected to observe ABWA’s Confidentiality Policy at all times.


Person Specification

Here is a list of abilities, knowledge, and experience required for the above post. The person should be able to demonstrate:

Essential

Values
•	Commitment to and understanding of ABWA aims and objectives.
•	Commitment to understanding of equal opportunities and anti-discriminatory practice.
•	Knowledge and commitment to the feminist analysis of domestic abuse.
•	An understanding of the causes and effects of violence against women, children, and young people.
•	Ability to maintain and respect confidentiality in relation to the work of ABWA and its service users.

Knowledge and Understanding
•	Knowledge and understanding of issues surrounding Domestic Abuse, Coercive Control and Gender Based Violence. 
•	Have knowledge and understanding of the barriers which may prevent women from leaving an abusive relationship and the specific challenges of rurality.
•	Challenge sexism, misogyny, and prejudices in a non-judgmental way.

Experience
· Experience of Administration and financial record keeping.
•	Experience of working in charity / voluntary sector.
•	Experience of evaluating and analysing data and drafting reports.

Skills and Abilities
•  Organised and details focused. 
· Strong communication skills.
· Excellent IT Skills: Outlook, Word, Excel and Database.
•	Ability to monitor and evaluate work to support written reports.
•	Ability to manage own workload and to take initiative.
•	Ability to work effectively as part of a team.
•	Commitment to maintain and respect confidentiality in relation to the work of ABWA. 


Desirable 
· Qualification in relevant field such as SVQ III Business Admin and Finance.
· Experience of SAGE accounting database.
· Knowledge of managing social media platforms /accounts 


What we offer 
Great benefits for our employees which include:
· Flexible working hours (where appropriate)
· 8% pension 
· 25 days paid holidays and 12 days public holidays a year – pro rata for part time staff.
· Maternity Leave / Parental Share Leave 
· Training 



ABWA Administration Worker, November 2025
image1.png
women’s
aid




