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Job Description: Administrator 

Deadline for application: 5th February 2016 

Salary:  £17,000 to £19,000, pro rata depending on experience 

Hours: 30 hours a week 

Length of contract: Initially two years  

Responsible to: Chief Executive 

 

Context 

Somerset Community Foundation provides a simpler and more effective way for people to 

make a difference in Somerset, whether they are donors or running charities. We are the 

leading driver of community philanthropy in Somerset, widely recognised by our 

stakeholders for our leadership and the value we add to long-term, independent charitable 

giving within the county.  

Since 2002, the Foundation has awarded over £5million in grants to a wide range of causes 

throughout Somerset. We currently mange over 50 ‘named  funds’ set up by local families, 

companies, trusts and the public sector, based on strong relationships and professional 

philanthropic services, delivering approximately £500k of financial support into local 

communities each year.  

Since 2005 we have been building an endowment fund, through which donors can make a 

lasting commitment to local causes. To date we have secured over £4million with ambitious 

targets to grow this  to reach £10m by 2020. 

We are a successful and innovative member of a strong network of community foundation 

working across the UK and globally. We have been quality accredited to standards endorsed 

by the Charity Commission since the standards were introduced in 2007.  

SCF has an independent Board of Trustees who meet quarterly. A number of committees 

oversee the key activity areas of the Foundation. The Chief Executive leads a small but 

growing team of staff and volunteers, based at our office at the Bath and West Showground, 

near Shepton Mallet. 
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Purpose of the role 

Your role is critical to the success of this charity, ensuring the office runs smoothly on a day-

to-day basis, supporting the processing of grants to local charities and voluntary 

organisations and contributing to growing the support we receive from donors and funders. 

Main tasks 

Office Administration 

1. Provide essential administrative and frontline support to the Executive team through 

 opening and distributing post accurately to team members, highlighting anything 

of high importance; 

 answering the telephone promptly and courteously, directing calls to the correct  

person or taking accurate messages; 

 organising (and attending) team meetings; 

 managing office systems, including the cleaning contract and building 

maintenance; 

 monitoring and ordering stationery; and 

 general office filing. 

Supporting the Chief Executive 

2. Support the CEO, helping to organise internal and external meetings, manage diary 

commitments, preparing reports and ensuring papers are available as required.  

Supporting Donor Development 

3. Maintain accurate records of donations on our database1 (including recording gift aid 

claims), promptly acknowledging and thanking donors giving to different appeals and 

funds, or drafting letters for the CEO to sign where appropriate. 

4. Maintain database records of fundholders, prospects and other fund opportunities. 

5. Work closely with the marketing Executive and other members of the team to support 

Foundation events. 

6. You will also take telephone donations and manage our online donation system(s). 

 

                                                 
1
 Training will be provided on using our database 
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Supporting Grants  

7. Support the grants processes by: 

 receiving and acknowledging new applications, ensuring details are accurately 

recorded on our database; 

 drafting grant offer letters/emails and awards as instructed; 

 monitor post-grant award paperwork; and 

 managing the grants monitoring systems. 

8. Query the database and help compile bespoke grants reports to assist fund 

development, donor relations or governance processes.  

Financial Systems 

9. Maintain bank records, including statements and mandates, and for setting up BACS 

payments for authorisation by the CEO and/or trustees 

Other tasks 

10. Any other task reasonably assigned to you by the Chief Executive, including, from time 

to time, supporting direct fund-raising. 

Person Specification 

Knowledge - Essential 

 Basic I.T skills, including word processing (MS Word), email, and  spreadsheets  

Knowledge - Desirable 

 Familiarity with the voluntary sector and/or local social issues within Somerset  

 Use databases and contant management systems (training will be provided) 

Skills 

 Ability to greet visitors with a warm welcome and keep calm under pressure when the 

office gets busy 

 Good oral and written communication skills 

 Attention to details and accurate record keeping  

 Able to manage multiple tasks and deliver on time 
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Experience 

 Ideally at least 2 years relevant office-based administrative experience or demonstrable 

knowledge and skills to fulfil this role. 

Other  

 Driving licence and available to travel throughout Somerset (although travel will be kept 

to a minimum) 

 Ability to work out of hours (we operate a Time Off in Lieu policy) 

To apply 

To apply for this post please send a CV and covering letter/email to Somerset Community 

Foundation’s Chief Executive, Justin Sargent, by email justin.sargent@somersetcf.org.uk  or 

by post to our office at Yeoman House, Bath and West Showground, Shepton Mallet, BA4 

6QN by February 5th. 

Interviews will be scheduled for the week commencing February 11th 

mailto:justin.sargent@somersetcf.org.uk

