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




Administrative Assistant – Person Specification 
Organisation: Lowestoft and Waveney Breastfeeding Support
Reports to: Chief Executive Officer (CEO)
Works closely with: CEO, Chair of Trustees, trustees, staff and volunteers

Essential Criteria
· Previous experience in an administrative or office-based role.
· Excellent organisational and time-management skills.
· Ability to work independently, use initiative and take responsibility for completing tasks without constant supervision.
· Excellent written and verbal communication skills.
· Ability to take accurate meeting minutes and produce clear written records.
· Competent using Microsoft Office, particularly Word, Excel and Outlook.
· Confidence using digital systems and willingness to learn new software.
· Excellent attention to detail and accuracy.
· Ability to maintain accurate records, follow procedures and work through organisational checklists.
· Understanding of the importance of confidentiality and handling sensitive information appropriately.
Desirable Criteria
· Experience working within a charity or voluntary sector organisation.
· Understanding of charity governance and the role of trustees.
· Experience maintaining safeguarding records, checks and compliance documentation.
· Previous experience using Microsoft SharePoint.
· Experience updating websites or managing website content.
· Knowledge of Lowestoft, Waveney and surrounding communities.
· Understanding of local maternity services and maternity pathways.
· Knowledge of health visiting services and their role in supporting families.
· Familiarity with local family support, infant feeding and community services.
· Experience working with external organisations, professionals or community groups.
Personal Attributes
The successful candidate will demonstrate:
· A proactive and positive approach to work.
· Reliability and a strong sense of responsibility.
· A methodical and organised approach.
· Confidence working independently.
· Flexibility and adaptability within a small charity.
· A friendly and approachable manner.
· Professionalism and discretion.
· A willingness to learn and develop new skills.
· Commitment to the aims and values of Lowestoft and Waveney Breastfeeding Support.
Additional Requirements
· Commitment to equality, diversity and inclusion.
· Willingness to undertake relevant training, including safeguarding and data protection.
· Satisfactory references and any appropriate safeguarding checks required for the role.
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