
 

  



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

 

Job Title: Administrative Support Officer 

Reporting to: CEO 

Start Date:  28 August 2025 

Hours: 15 hours/week 

Salary: £17/hour 

Contract Type: fixed-term, 28 August 2025 – 19 December 2025 

Application deadline: 18 August 2025 

Job Outline:  

 This is a temporary, fixed-term position following the departure of our Executive Assistant at the 

end of August. Your role will be to provide general administrative support to the CEO and Senior 

Management Team, taking on additional responsibilities as required.  You do not need to be based 

in London, but you will need to come into London for initial training. 

To apply, please send a full CV and covering letter detailing how you meet the requirements of the 
role and outline why you are interested in working for CFAB to jobs@cfab.org.uk 
 

As a cross-border, cross-culture children’s charity, Equality, Diversity and Inclusion is at the heart of 
what we do. We are committed to fostering a workplace that promotes mutual respect and allows 
equal opportunity for all. We seek applications for candidates with diverse backgrounds including, 
but not at all limited to, family overseas, experience being raised by non-biological parents, ethnic 
minority communities and people with health conditions or impairments. 
 
We are proud to be a member of the Experts by Experience Employment Network 
(www.ebeemployment.org.uk), which aims to increase representation of people with lived experience 
in the charitable sector. Please feel free to use information and resources 
at https://www.ebeemployment.org.uk/ebe which may help in preparing your job application. 
 
Key responsibilities:  
 
Board support 

- Diarising Board and committee meetings and planning meetings 

- Organising and formatting papers for the meeting 

- Minute-taking of the meeting 

CEO Diary Management 

- Scheduling circa 20 meetings a week incl emails with recipient 

- Organising meeting papers 

- Tracking meeting actions 

- Ad hoc research/support for CEO 

Office Management Support 

- Info inbox monitoring 

mailto:jobs@cfab.org.uk
https://eur02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.ebeemployment.org.uk%2F&data=05%7C02%7CNathalie.Scott%40cfab.org.uk%7C2a13d6e49661415c8cbf08ddb4905d52%7C87f29716450348b6886182a207c9ae6f%7C0%7C0%7C638865254336106278%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=GUIs3x1Qzjkq5L3IPtg4lCLGalugXVCLOp13w5BtU70%3D&reserved=0
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- Ordering stationary supplies 

- Maintaining office support folders and trackers 

- KPI support (to Dep CEO) 

- Office logistical support (with Finance/HR) – e.g. PAT testing, laptop management, IT support 

- Switchboard calls 

General Team Admin support 

- Raising invoices on Salesforce 

- Following up on referral forms sent to clients 

- Following up on outcomes from cases 

- Uploading donations to Salesforce 

- Tracking rsvps 

- General event support 

 

Person specification:  (Skills, Abilities, Knowledge and Experience) 
Essential:  

• Be interested in working in a vibrant charity with a particular interest in administration  

• Be educated to A level or have significant relevant work experience  

• Possess excellent organisation skills and attention to detail  

• Have exceptional written and verbal communication skills  

• Be personable and confident dealing with a variety of people  

• Be able to prioritise and manage a demanding workload  

• Have the ability to be flexible and also be a team player  
 
Desirable:  

• Be confident with IT - in particular Excel and Salesforce  
 
This job description is a non-contractual document and may be changed at any time by CFAB.  All employees 
are expected to be flexible over the tasks/duties and responsibilities of their roles in order to meet the needs of 
both of CFAB and our service users/partners. 

 
 
 
 
 
 
 
 
 
 
 
 


