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Administrative Assistant
Application Pack – including Job Description, Person Specification, 

Terms of Service and Application Procedure
Background to the Organisation

TB Alert is the only specialist British charity working both in the UK and internationally to fight tuberculosis. Our mission is to work towards the control and ultimate eradication of TB by increasing access to effective treatment for all. We do this by:

· Raising awareness of TB in the UK, especially among BME and UK-origin populations most vulnerable to the illness
· Working with PCTs and the voluntary sector to encourage and support more effective partnership working at a local level to raise awareness of TB and in the design and delivery of TB services
· Providing information, resources and support for TB patients, people concerned about TB, and TB-specialist health workers

· Advocating for greater global priority for resources to combat TB

· Developing and funding projects in Africa and Asia which demonstrate best practice in the detection of TB and improved access to effective treatment.

As our organisation has grown we are now recruiting an Administrative Assistant to support our Administrator in all aspects of running our busy office in Brighton.

Job description - main duties

 General administrative and clerical duties including handling post, answering the telephone, photocopying and filing
 Updating our database of supporters, suppliers and other contacts 
 Assisting with financial processes, including preparing invoices, and inputting invoices and payments onto the finance system 

 Paying cash and cheques into the bank

 Assisting in co-ordinating the work of volunteers, who help us with various administrative tasks
 Maintaining the office diary
 Booking meetings and training venues and helping administer meetings as necessary

 Handling the dispatch of appeals, newsletters, leaflets and other resources.
 Keeping storage areas tidy and maintaining stock control records 
 Providing administrative support to our two team members based in Manchester and London (this support is from Brighton and you would not need to travel)
 To carry out any other reasonable tasks requested.
Person Specification

Essential skills, experience and qualities:

Strong administrative and organisational skills 
Pays close attention to detail

Able to prioritise workload and work on own initiative

An understanding of the needs of volunteers 

Good IT skills, including Microsoft Word, Excel and Outlook
Good written and verbal communication skills

A “can do” approach and attitude

Desirable skills, experience and qualities: 

Supervision of staff or volunteers

Experience of using a database of contacts
Experience of using a finance package (we use QuickBooks)
Experience of mail merging documents

Ability to use MS Publisher, Access and PowerPoint
Terms of Service

Reporting to

Administrator
Hours of work

20 hours per week undertaken over 5 days.  
Salary
NJC Scale 2, starting at £8,736 for 20 hours 
Benefits
Pension: employee contribution 5%; employer contribution 6%.

Annual Leave: 25 days annually, calculated on a January – December basis, plus statutory holidays.  
Probationary Period

Six months with interim review at three months.

Place of work

Our office is at Community Base, 113 Queens Road, Brighton BN1 3XG
Equal Opportunities

We are working towards being an equal opportunities employer and welcome applicants from all sections of society.

The building at Community Base is wheelchair accessible. If invited to interview, please tell us in advance if you need any particular assistance or facility so that we can ensure you are not disadvantaged or inconvenienced.
Application Procedure
Please submit a letter of application and a full CV by 8 am on Monday 15th March. Please give details of two referees, including your current or most recent employer; we will not approach them until after interview and will confirm with you before approaching them.

Please email your application to Paul Dawson, Administrator, at recruitment@tbalert.org 

If you would like to speak about the post before applying, please call Paul on 01273 234029.
