
 

 
 
 
 

Main Duties: 
 

Office Administration 
1. Manage answerphone and general email communications. Support staff in ensuring 

phone lines and ‘reception’ / intercom is covered at all times. Take messages and 
signpost customers.  

2. Maintain our contacts database and mail-out’s / general communications with our 
funders and supporters.   

3. Support the Leadership Team in maintaining currency of our website and our social 
media content and output.  

4. Ensure office equipment and consumables are procured and distributed effectively. 
5. Prepare and post standard letters such as ‘Thank you’ letters to donors and partners. 
6. Receive, date stamp and distribute mail. 
7. Organise the production and distribution of bi-monthly prayer diaries.  
8. Support the preparation of material for displays, our website and social media accounts. 
 

JOB DESCRIPTION 

Job Title Office Administrator 

Contract Type Full-time, permanent.   

Hours to be Worked 
The full time standard working week at Urban Outreach (UOB) 
is 9.00am – 5.00pm Monday to Friday with 1 hour lunch break.  
Some work outside these times may be required on occasion. 

Place of work 

The principal place of work is currently ‘Environ House’, Salop 
Street, Bolton.  The post-holder may however be required to 
work at various other operational locations within Bolton as 
deemed appropriate for the execution of specific duties. 

Directly responsible 
to 

The Senior Management Team. Primarily this will be the 
Finance & Facilities Manager. For some tasks it will be the Chief 
Executive Officer (CEO) or Deputy CEO.  

Directly responsible 
for 

n/a 

 

Summary of Role: 
 

The post-holder will be responsible for a range of office administration tasks. He/she will 
provide secretarial support to the Senior Management Team. The position also involves 
undertaking routine financial transactions such as processing invoices and banking under 
the direction of the Funding and Facilities Manager.   
 
The post-holder will also be responsible for liaison with suppliers of buildings and facilities 
services to UOB.   



 

 
 

Secretarial  
9. Maintain appointment and speaking engagement calendar of the CEO. 
10. Support the Deputy CEO and other members of the Leadership Team in the 

administration of HR records.  
11. Support the CEO in taking minutes of meetings and in the administration of operational 

matters.  
 

 
Credit Control 
12. Raise and dispatch customer invoices, recording all details on our financial accountancy 

software (i.e. Paxton) and associated office records.  
13. Reconcile the debtors ledger on an ongoing basis and maintain aged debtor records. 
14. Hasten outstanding customer accounts and refer any problem accounts to the Finance 

and Facilities Manager. 
 
 

Financial Administration 
15. Ensure bank reconciliations are maintained, and that documentation is retained at each 

month end. 
16. Administer Gift Aid documentation and claims.  
17. Arrange certification for payment of supplier invoices. Reconcile with Paxton. 
18. Raise low value cheques when needed to pay supplier invoices. 
19. Administer all aspects of banking, including record keeping, depositing cash and cheque 

receipts and account transfers as required. 
20. Support staff in ensuring supplier invoices, statements and delivery notes etc. are 

processed expeditiously. 
 
 

Health, Safety and Facilities 
21. Ensure safety of office environment is maintained. Undertake periodic H&S audits and 

help organise fire drills as necessary. 
22. Maintain statistics on accidents and near-misses.  
23. Conduct stock-takes of office equipment and consumables and reconcile with asset 

register and financial records as applicable. 
24. Liaise with service suppliers for our offices and building facilities, e.g. telephony, 

photocopying, electrical testing, PC’s, fire control systems, cleaning and sanitation etc. 
Maintain computer back-ups. 

 
 

General 
25. Help organise and attend meetings as required to ensure effective planning and 

communication. 
26. Help out with the administration and implementation of seasonal UOB project activity and 

events as required. 
27. Undertake appropriate training and personal development as necessary to meet all 

requirements of the post. 
28. Investigate and deal promptly with complaints and queries from partners, clients, the 

press or the general public.  
29. Conduct all duties with full regard to all UOB policies and procedures, with particular 

regard to Financial Management, Information Security, Health and Safety and Customer 
Service. 

30. Undertake other duties and responsibilities consistent with the objectives of this post. 
 
 



 

 
 

PERSON SPECIFICATION 

Please try to show on your application form, how you meet all the items on this 
specification. Your response will be used for shortlisting and interview purposes. 

Essential Criteria 

 

Knowledge, Skills and Experience 
 

1. Demonstrable personal commitment to the charitable objects and Christian ethos of 
UOB. 

2. Personal attributes of honesty, integrity, self-starter, team player, confidence and 
determination. 

3. Experience in administration and finance within an organisation.  
4. Good attention to detail. Speed and accuracy in completing tasks.  
5. Good general knowledge of financial, data protection and health and safety 

legislation and their practical application within organisations. 
6. Good customer service skills and the ability to communicate effectively with clients 

and partner organisations alike. 
7. Able to use Microsoft Office and data-base systems, and to input and extract reports 

and statistical analysis from such systems.  
8. Able to communicate and present information clearly and confidently both written 

and verbally. 
9. Ability to build and maintain good relationships with various groups and individuals in 

the public, business and community/voluntary sectors.   
10. Ability to work on own initiative, set own priorities and targets in order to meet 

deadlines. 
11. Flexibility, a willingness to take on roles at short notice and an ability to work 

effectively under pressure. 
 

Training and Qualifications  
 

12. This role involves some direct contact with vulnerable people, requiring a Disclosure 
and Barring Service (DBS) check. We can arrange this. 
 

 

Desirable Criteria 

 
13. Qualification(s) in book-keeping, office administration and/or customer service. 
14. Knowledge and experience of working with and supporting disadvantaged and 

vulnerable individuals. This may include experience in the areas of homelessness, 
offending, family support or education. 

15. Experience of fundraising, marketing and publicity including awareness raising and 
campaigning using social media and other communication channels.  

16. Experience of inputting, extracting and reconciling data from accountancy software 
packages.  

17. Access to a car for use at work and holding a full clean UK driving licence. 
 

 


