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Lowestoft and Waveney Breastfeeding Support
4 Swallowfields,
Lowestoft
Suffolk, NR33 8TP




Administrative Assistant
Organisation: Lowestoft and Waveney Breastfeeding Support
Reports to: Chief Executive Officer (CEO)
Works closely with: CEO, Chair of Trustees, trustees, staff and volunteers
Wage: £14.71 per hour, 4 hours a week
1. Job Purpose
To provide effective administrative and organisational support to the charity, working closely with the CEO and Chair of Trustees to support the smooth and efficient running of the organisation.
The postholder will be responsible for maintaining accurate records, supporting governance and safeguarding administration, managing organisational systems and ensuring that essential administrative processes and checklists are completed.
The role requires someone who is proactive, organised and confident working independently, with the ability to identify tasks, manage priorities and take responsibility for seeing work through to completion.
2. Key Responsibilities
General Administration
· Provide administrative support to the CEO and Chair of Trustees.
· Manage correspondence, emails and general enquiries.
· Maintain accurate electronic filing systems and organisational records.
· Organise and maintain documents using Microsoft SharePoint.
· Prepare letters, reports, documents and other written communications.
· Maintain organisational checklists, trackers and administrative systems.
· Monitor outstanding actions and ensure deadlines are met.
· Support the organisation of meetings, events and activities.
Governance and Trustee Support
· Arrange trustee meetings and prepare relevant paperwork.
· Attend meetings and produce accurate, comprehensive minutes.
· Circulate agendas, minutes and supporting documentation.
· Maintain records of trustee decisions and actions.
· Follow up outstanding actions from meetings.
· Support the organisation and maintenance of governance documentation.
· Monitor policy review dates and other governance deadlines.
Safeguarding and Compliance
· Support the maintenance of safeguarding records and documentation.
· Work through organisational safeguarding checklists and record completed actions.
· Monitor relevant checks, training requirements and renewal dates.
· Maintain staff and volunteer records.
· Assist with monitoring compliance with organisational policies and procedures.
· Handle confidential information appropriately.
· Escalate safeguarding concerns, missing documentation or compliance issues to the appropriate person.
IT and Digital Support
· Use Microsoft Office applications, including Word, Excel and Outlook.
· Maintain and organise the charity's SharePoint systems.
· Assist with website updates and general website administration.
· Support digital document management and filing.
· Assist with other IT and digital systems as required.
Organisational and Service Support
· Develop an understanding of the charity's services and geographical coverage.
· Maintain contact lists and information about local organisations and services.
· Assist with collecting, organising and recording service statistics.
· Support communication and liaison with external organisations.
· Provide general administrative support to the wider organisation.
3. Essential Skills and Experience
· Previous experience in an administrative or office-based role.
· Excellent organisational and time-management skills.
· Ability to work independently and manage workloads without constant supervision.
· Confidence taking responsibility for tasks and seeing them through to completion.
· Excellent attention to detail and accuracy.
· Experience taking minutes or producing accurate written records.
· Good written and verbal communication skills.
· Competent using Microsoft Office, particularly Word, Excel and Outlook.
· Confidence using digital systems and learning new software.
· Ability to manage confidential and sensitive information appropriately.
· Ability to manage competing priorities and meet deadlines.
4. Desirable Skills and Experience
· Experience working within a charity or voluntary sector organisation.
· Understanding of charity governance and trustee responsibilities.
· Knowledge of safeguarding administration and compliance processes.
· Experience using Microsoft SharePoint.
· Experience updating websites or managing website content.
· Knowledge of the Lowestoft, Waveney and surrounding areas.
· Understanding of local maternity services and maternity pathways.
· Understanding of health visiting services and the role of health visitors.
· Familiarity with local NHS, infant feeding, early years and family support services.
· Experience working with community organisations or health professionals.
· Experience supporting grant-funded organisations and maintaining monitoring information.
5. Personal Qualities
The postholder will be:
· Proactive and able to use their own initiative.
· Reliable, methodical and well organised.
· Approachable and professional.
· Comfortable working independently and as part of a small team.
· Adaptable and willing to take on a variety of administrative tasks.
· Able to recognise when issues need to be escalated.
· Discreet and trustworthy when handling sensitive information.
· Committed to the aims and values of the charity.

6. Reporting Structure
The postholder will report directly to the Chief Executive Officer and will work closely with the Chair of Trustees on delegated administrative and governance tasks.
The role will involve regular communication with trustees, staff, volunteers and external organisations.
7. Additional Requirements
· Commitment to equality, diversity and inclusion.
· Commitment to the charity's aims and values.
· Willingness to undertake relevant training, including safeguarding and data protection.
· Satisfactory references and any appropriate safeguarding checks required for the role.
8. General Duties
The postholder may be asked to undertake other reasonable duties appropriate to the level and nature of the role, supporting the effective operation and development of the charity.


Lowestoft and Waveney Breastfeeding Support 
Registered Charity No: 1197208
www.lowestoftandwaveneybreastfeeding.co.uk

image2.png
SRt

LOWESTOFT & WAVENEY
BREASTFEEDING
SUPPERT




