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Thank you for your interest in the post of Senior Administrator.
We hope this recruitment pack will provide you with the information required to enable you to decide whether you wish to apply for the post. 
EVA leads and supports the voluntary and community sector in Erewash. We provide numerous services, including, supporting the voluntary sector and building capacity and impact, through funded programmes. We also have a number of funded projects including shopping, volunteering, Social Prescribing, Derbyshire Mental Health Forum. We have a large centre that the charity owns and needs to be managed. 
We have 23 members of paid staff and 128 registered volunteers. 
This is an exciting opportunity to join the EVA team in a brand-new role that will be vital in supporting both the organisation and our local community.  
37 hours per week – standard hours of 9am to 5pm but some flexibility many be available/required. 
Salary: £29,822 per annum. 
You will need excellent communication and customer service skills. You must be self-motivated and able to work independently within an agreed framework. You will be self-supporting so must be fully computer literate. The post will be based at our office in Long Eaton.  
If you would like to play a role in the future of EVA and the services we deliver and you meet the requirements of our person specification please complete the application form. 
Best Wishes 
James Bromley 
Chief Executive Officer    
james@erewashcvs.org.uk 
How To apply: 
· If you are interested in applying for this role please complete the application form that can be found on our website job vacancies (erewashvoluntaryaction.org.uk) and send to: enquiries@erewashcvs.org.uk 
· When completing the application form, please refer to the requirements of the person specification. Give examples to back up your statements. 
· If you have any other queries in relation to the role, please email lee@erewashcvs.org.uk 
Timetable and process: 
Closing date for applications 1st June 2026 by 12 noon 
Shortlisted candidates will be invited to participate in an interview. Please do include any dates you are unavailable for interview within your application.




Erewash Voluntary Action – CVS
Job Description
Post:			Senior Office Administrator 
Responsible to:	Facilities, IT and Finance Manager 
Location:		Erewash Voluntary Action
Contract Length:	Contract end date 31st March 2028 possible extension due to funding
Hours:	37 hours per week 

Duties and responsibilities:
The Senior Office Administrator will support the core running of Erewash Voluntary Action office in Long Eaton by providing excellent administrative support. They will ensure clear and effective internal administrative systems and procedures are in place. Responsible for all “front of house” contact and data management. 

Principal Duties 
· Positively provide administrative support services for all departments of EVA

· Oversee and ensure effective day to day delivery of office management tasks.

· Ensure effective handling of all day-to-day administrative tasks including training, events, room bookings, handling mail, stock control, assets management. 

· Ensure effective handling of enquiries that will give the best outcome for EVA members, guests and the local community. 

· Always ensure a high level of customer service and community engagement.

· Manage admin staff and volunteers as appropriate.

· Support with all external and internal communication admin such as newsletters, bulletins and impact reports.

· Support with minutes of meetings when appropriate.

· Support the organisation’s social media presence through content creation, scheduling, and community engagement.




General Duties 

· Support and promote the principles of Equality and Diversity 

· Support and promote the interests of EVA, VCSE groups and organisations. 

· Support and promote the values of EVA and work collaboratively with colleagues. 

· Undertake training and development opportunities as required.  

This list is not exhaustive. It illustrates the main duties to be performed, and the flexibility required in a small team. 
























EREWASH VOLUNTARY ACTION

PERSON SPECIFICATION

JOB TITLE: Senior Administrator

	Skills & Knowledge 
	Essential
	Desirable

	Excellent customer service skills 
	
	

	High level of attention to detail and accuracy
	
	

	Excellent organisation skills and able to manage own workload.
	
	

	Good interpersonal skills with a wide variety of individuals and organisations.
	
	

	Able to build positive relationships with colleagues, volunteers, groups and members of the public
	
	

	Knowledge and understanding of the voluntary and community sector
	
	

	Advanced diary and calendar management
	
	

	Strong document management and record-keeping practices
	
	

	Ability to prioritise competing workloads and meet deadlines
	
	

	Confident decision-making and problem-solving skills
	
	

	Excellent written and verbal communication
	
	

	Able to keep and maintain accurate records
	
	

	Good computer skills including Microsoft office, social media and use of the internet.
	
	

	Ability to handle sensitive or confidential information appropriately
	
	

	Knowledge of the Erewash area 
	
	

	Adaptability in fast-paced or changing environments
	
	











	Experience
	Essential
	Desirable

	Experience in an administrative or office management role
	
	

	Experience improving processes and implementing new systems
	
	

	Experience coordinating meetings, events and general room bookings
	
	

	Experience of working in or with the voluntary sector
	
	

	Experience of marketing and promoting using social media and other communication tools 
	
	

	Experience supervising or mentoring administrative staff
	
	

	Experience of compiling community information into various formats
	
	



	Qualifications
	Essential
	Desirable

	Relevant qualification and/or work experience (e.g., business administration, management)
	
	

	Demonstration of personal development and on-going learning.
	
	

	Full UK driving licence 
	
	





	Aptitude, Values and Behaviour
	Essential
	Desirable

	Commitment to equal opportunities and understanding of diversity.
	
	

	Willingness and commitment towards personal development and continuous professional development.
	
	

	Positive, can-do attitude. 
	
	

	A strong belief in the value of the voluntary and community sector 
	
	

	Professional and discreet
	
	

	Self-motivated and a positive approach to problem solving
	
	

	Excellent team worker
	
	

	Resilient under pressure
	
	











Guidance notes on completing the Application Form.
You are advised to read the following notes carefully as the decision to shortlist you for interview will be solely based on the information you provide on the form. This advice is designed to help you complete the application form as effectively as possible. 
General guidance notes 
Please read all notes before completing your application.
All Erewash Voluntary Action job packs contain a job description, person specification and information about our organisation. Read all of this carefully before completing your application. 
Decisions about who will be selected for interview will be based only on the information you give in your application form. Therefore, the application form should be filled in as completely and clearly as possible. Pre-prepared Curriculum Vitae (CV) will NOT be accepted with this application. 
Copies of references and qualification certificates should not be enclosed with this application.
False or misleading information on this form will disqualify you from appointment, or if appointed will render you liable to dismissal without notice. 
Preparing your application 
Look carefully at the job description and person specification. The person specification sets out the minimum skills, knowledge and experience required by Erewash Voluntary Action to do the job. Your application will be assessed to see if you meet the requirements of the person specification. This document will be used throughout the selection procedure. 
Make sure the information in your application relates directly to the job you are applying for. Don’t just copy and paste from other job applications or from your CV. 
Completing your application 
Read the form fully before you complete it. 
Please type or word-process your application if possible. If you are not able to do so, please complete the form clearly using black ink. 
Personal details: Complete this information on the form provided and remember to submit it with your application form. This will not be seen by the shortlisting panel. 
References: If you have been employed, one reference must be your present or previous employer. If not, think of someone who can say something useful or relevant about you. Referees cannot be related to you or live with you.  Please ensure that you have obtained the permission of your referees. 
Employment history: Provide details of present and past employers and posts. Remember volunteering this can be as relevant as paid work experience. You must use the space on the form for your work history. Do not send it separately. 
Education: The holding of an education qualification will only influence shortlisting where this is specifically stated in the person specification as an essential requirement. Include any training that has not led to any qualification/accreditation as this is good evidence of continuing personal and professional development. 
Skills, Knowledge and Experience:  this is where you make your case for your ability to do the job. Pay careful attention to the Person Specification as this is what the shortlisting panel will use to access your application. You are unlikely to be shortlisted unless you meet most or all of the essential criteria listed in the person specification. The shortlisting panel will be looking for evidence that illustrates relevant skills, knowledge and experience. 
Take each point in the person specification in turn and describe how you meet each one. What evidence can you provide to demonstrate that you have the necessary skills, knowledge and experience? You need to DEMONSTRATE that you have the skills, knowledge and experience necessary to do the job. It will not be sufficient simply to say that you fulfil certain criteria and unsupported statements will not be accepted. You should describe how you meet the person specification giving examples. 
Think about your experience. How can you show that you have the skills, knowledge and experience necessary to do the job? Explaining your past and present jobs or interests to someone else may help you uncover hidden skills that you take for granted. 
Remember unpaid work and work at home can be just as relevant as paid work. Consider experience that you have acquired outside work, such as community, voluntary or leisure interests. 
Do a rough draft first and proof read it to check for mistakes (e.g. spelling) and accuracy. Have you answered every question? Have you signed and dated the declaration at the end of the form? Always keep a copy of the form for your own reference.
Make sure the form is returned to the correct postal address (with the correct amount of postage paid) or email address by the closing date/time. 
Late applications will not be considered. 
If you have any general enquiries about your application, please contact the person whose name appears at the front of the application pack.
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