
 
 
JOB DESCRIPTION – Administrator 

  
 

 

Reports to: Business Support Manager 
 

Responsible for: n/a 
 

Date: August 2021 
 

Salary band: £20,500 - £24,000 (pro rata if 
part time) for a 40-hour week 
 

 
 
Role and Responsibilities 
Working as part of the Business Services team to provide an administration service focussed 
around proactively supporting our colleagues from across the business. You will support 
Finance, HR, Compliance and IT processes, systems and provision as well as providing 
support for our Programme activities. You will be maintaining accurate and timely systems, 
records and reports to ensure standards and compliance needs are met.  
 

Key Tasks 
 

Finance  

 Processing sales ledger transactions.  

 Raising invoices and contracts (using functionality of Cinolla to best effect). 

 Ensuring invoices are paid when due and follow up overdue amounts effectively 
and, when necessary, with a variety of colleagues. 

 Processing purchase orders, expenses and invoices in line with current 
organisational procedures and standards.  

 Resolving supplier queries effectively. 

 Proactively supporting colleagues with basic financial information and processes. 

HR 

 Providing timely, reliable information for payroll processing. 

 Ensuring Brathay’s staff database is maintained and kept up to date for all changes 
in staff personal and employment details and provides a consistent high-quality 
source of information to colleagues. 

 Producing monthly reports directly from absence, payroll, probationary reviews, 
121 and appraisals and other systems in an integrated and efficient way.  

 Issuing salary review, variation letters etc by exception when they cannot be 
centrally generated.  

 Managing organisational training and training records. 

 Dealing with ad hoc requests e.g., employment references, student loan letters  

 Organising recruitment advertising and supporting recruitment campaigns. 

 Proactively supporting colleagues with basic HR information and processes. 

 Signposting line managers to ensure correct and relevant information is used for 
all people issues. 

Compliance 

 Supporting the production of regular reports including Health and safety and Data 
Protection. 

 Assisting with maintaining insurance process including the motor fleet and driver 
declarations. 

 Supporting documentation production for internal and external audits as required. 

 Supporting internal policy renewal system. 

 Assisting with Hospitality & Gift declarations reporting. 
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Programme Support 

 Delivering programme support administration activities for all Brathay delivery 
programmes and events in an efficient and timely manner. 

 Helping to ensure the correct allocation of all programme related resources 
(accommodation, activities, equipment and vehicles). 

 Liaising with delivery teams to ensure course materials, accreditation and 
evaluation data is accurate, professionally presented and available in a timely 
manner. 

 Participating in meetings as required to ensure understanding of the needs from 
delivery programmes or events. 

 Supporting effective communication internally between Brathay staff and 
externally with clients. 

All areas 
Supporting the development of new processes to ensure the business services team  

 Has simple, effective, efficient processes that meet the needs of users  

 Uses current technology, e.g. form builders, to minimise the handling of data and 
information  

Miscellaneous  
In addition to the duties listed here, the post holder is required to perform other duties, 
which are assigned from time to time. However, such other duties will be reasonable in 
relation to the individual’s skills, abilities and grade. 

 
Skills and Experience 
Essential 

 Experience of working within an administration role supporting a range of activities 

 Excellent organisation skills, with the ability to work to deadline and juggle 
competing priorities 

 Competent IT skills, particularly Outlook, Word, Excel and SharePoint, with ability to 
work within cyber security guidelines and with the drive to develop ability further 

 Good level of numeracy and a great attention to detail 

 Strong interpersonal and teamwork skills, with excellent verbal and written 
communication skills 

 High levels of professionalism, commitment and discretion 

 An enquiring mind with a logical approach to work, combined with analytical and 
problem-solving skills to help bring about better working practices 

 Confidence to know where your expertise ends and another team member's begins 

 Self-motivated, and flexible in response to changes  
Desirable 

 Experience of working with finance and payroll systems 

 Experience of working in a shared service environment 

 An active interest in the charitable sector and the work of Brathay 

 Understanding of GDPR regulation and experience of working within guidelines 
 
Education and Qualifications  

 GCSE Maths and English, or equivalent 

 A relevant qualification in either finance or HR at level 3 or above, or equivalent 
experience 
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Other Essential 

 Mission, Legal Responsibilities and Policies: participates in the development of, and 
adheres to, the Trust’s mission and values, plan, practice, and agreed policies 

 Health & Safety: adheres to Brathay’s Health & Safety policy and procedures and 
any other statutory H&S requirements 

 GDPR and Cyber Security: adheres to Brathay’s policies and guidance, as well as 
other recommended and statutory requirements 

 Equal Opportunities etc: adheres to Brathay’s Equality &  Diversity policy, 
Safeguarding policy and any other policies that may be in force from time to time 

 Flexibility: as Brathay is a small organisation, you may well be asked to cover for 
other members of the Trust during sickness, holidays etc. [Specifically in this role, 
the jobholder will need to be flexible with regard to occasional travel, evenings and 
weekends] 

 Team-working: co-operates with colleagues to the greater benefit of the Trust and 
undertakes any other reasonable duties as may be required from time to time 

 Research: contributes to the research activity of the Brathay Research Hub 
 
It is Brathay’s intention that this job description is seen as a guide to the major areas and 
duties for which the jobholder is accountable. However, the business will change and the 
jobholder’s obligations will vary and develop. The job description should be seen as a guide 
and not as a permanent, definitive and exhaustive statement. 
 
 
 
 


