
 

 

 
Job Description and Person Specification 

   
 
JOB TITLE:  Charity Administrator  
  
SALARY: £10 per hour 
  
BENEFITS: Employer’s pension contribution to NEST scheme. Available after 3 
months in post.  
  
HOURS: 25 hours per week. Monday to Friday 9.30am to 3.00pm, including 30-
minute unpaid lunch break. You will be required to occasionally stay later to assist at 
events.  
  
HOLIDAYS: 20 days, plus bank holidays, pro rata. 
  
CONTRACT: Until 31 March 2019 with planned renewal, subject to funding 
  
REPORTING TO: Chief Executive Officer  
  
LOCATION: Autism Berkshire office in Reading 
  
PROBATIONARY PERIOD: 3 months  
  
  
JOB SUMMARY  
  
� To provide professional, efficient and effective administrative support to Autism 
Berkshire, ensuring efficient and effective running of the charity office and daily 
business.  
� To support the charity team in the management and administration of its 
fundraising, HR and finance functions.  
� To help coordinate fundraising activities in conjunction with the Community 
Fundraising Officer  
  
Skills Required  
  
� Communication and people skills: Often being the first point of contact, the Charity 
Administrator will need to possess excellent communication skills. The image of the 
organisation and its services relies heavily on the ability of the Charity Administrator 



 

 

to communicate effectively and sympathetically with a wide variety of people 
including staff and supporters.  
� Time management skills: The Charity Administrator will need to possess excellent 
time management and organisational skills to be able to deal with a multitude of 
tasks and a range of priorities.  
� Information Technology skills: The Charity Administrator will need strong IT skills 
and be competent in the use of most Microsoft Office applications including Outlook, 
Word and Excel. A working knowledge of PowerPoint and Publisher would also be 
helpful. Knowledge of a CRM system such as Charitylog would be useful. 
� Problem-solving skills: The Charity Administrator will need to be practical, 
proactive, calm under pressure and able to use their initiative.  
� An understanding of autism and previous experience in the voluntary sector would 
be advantages. 
 
  
MAIN DUTIES AND RESPONSIBILITIES  
  
Duties and responsibilities to the CEO  
  
� Liaise with the CEO daily regarding the events of the day and future activities and 
follow up resultant actions.  
� Liaise with other staff, the charity’s trustees and external organisations to arrange 
events and other activities.  
� Attend occasional events and workshops as requested by the CEO.  
  
Administrative support to the charity office  
  
� Be responsible for the smooth running of the office, dealing with enquiries by 
telephone, email and post, and maintaining filing systems (both electronic and hard 
copy).  
� Filter telephone calls before passing them to the necessary person. Take and 
relay accurate and timely messages and answer questions where possible and make 
notes of conversations as required.  
� Maintain a comprehensive paper and electronic filing system.  
� Deal with visitors to the organisation in an appropriate and personable manner.  
� Make any necessary travel arrangements for the charity team.  
� To undertake word processing, electronic communication, telephone 
communication, filing, scanning, printing and photocopying work as required.  
� Set up meetings, book meeting rooms and coordinate events accordingly.  
� Assist with keeping contact databases and records up to date, including 
forwarding any data protection queries to the relevant team. 
� Maintain office supplies and orders, creating purchase orders accordingly.  



 

 

� Draft, type and dispatch charity office correspondence as requested.  
� Attend occasional evening and weekend fundraising/charity events and exhibitions 
as required.  
 
Fundraising administration 
  
Provide administrative support to the Community Fundraising Officer, including: 
� Donations - Send thank you letters for straightforward donations (such as an extra 
with membership fees, etc.) and maintain a record of such donations. 
� Cash collections - count any cash collected, or organise a volunteer to count cash, 
bag up ready for payment into bank. Maintain records 
� Static cans – count and bag cash, produce certificates of appreciation, send thank 
you letters and certificates as appropriate 
 
Finance administration 
 
� Collate timesheets and expenses forms from all employers 
� Pay net pay to employees 
� Raise invoices for projects or training 
� Pay invoices from suppliers in line with finance policies 
� Enter transactions and scan invoices into QuickBooks 
� Draw monthly charity lottery winners, pay prize money and complete returns for 
Reading Borough Council 
� Maintain membership records and send out expiry reminders 
� Administer the Berkshire Autism Alert Card scheme and issue new cards and 
replacements 
 
Adult community learning administration 
 
� Book clients for adult education courses 
� Collate monitoring forms and liaise with commissioning bodies 
 
General responsibilities  
  
� To understand, adhere to and actively implement all the policies and procedures of 
Autism Berkshire and its services at all times.  
� To operate and comply with the provisions of the General Data Protection 
Regulation and relevant Autism Berkshire policies on data protection during the 
course of undertaking the role.  
� To safeguard children, young people and vulnerable adults at all times.  
� To undertake training as required.  
� Assist with other work, events and projects as needed.  



 

 

� To undertake additional tasks reasonably requested by the CEO and the charity 
team.  
  
Additional Training Provided  
  
As well as general on-the-job training, the successful applicant will also be required 
to train for the following key roles and areas of responsibility:  
� First Aid Officer  
� Fire Warden  
 
 
The successful applicant will be subject to a Disclosure and Barring Services check. 


