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Office Administrator
Kent Sexual Assault & Abuse Service
Location: Canterbury, CT1
Hours: 35 hours per week
Salary: From £23,500 per annum
Contract: Permanent
Work Pattern: Office-based
Closing Date: 24th April 2026
Interview Dates: Thursday 30th April 2026
About Us
Kent Sexual Assault & Abuse Service (KSAAS), provides specialist, trauma-informed support to survivors of sexual violence and abuse. We are committed to feminist principles, anti-discriminatory practice, and creating equitable access to support for all.
Our Vision 
Our goal is to create a community where individuals are free from all forms of sexual violence. 
We want to achieve this by working within a feminist framework that allows change to be driven by equal human rights for everyone. 
Our Mission
Respond to and promote the needs of those who have suffered sexual violence through the empowering feminist model of work. 
Reduce the impact of sexual violence by supporting, educating, informing and advocating for all survivors. 
Challenge oppression in all forms 
Challenge societal attitudes that condone and collude with sexual violence



Job Purpose
The Office Administrator will play a vital role in ensuring the smooth and effective administration of the counselling, Independent Sexual Violence Advisor (ISVA) and wider organisational services. This role acts as the first point of contact for the organisation and provides essential administrative support across teams, contributing to the delivery of high-quality survivor-centred services.
Key Responsibilities
Administration & Office Support
· Act as a central point of contact for internal staff, external partners, and service users via telephone, email, and correspondence
· Provide comprehensive administrative support to the counselling and ISVA departments and wider organisation
· Take accurate minutes and manage agendas for meetings
· Ensure office supplies, paperwork, and materials are fully stocked and well organised
Records, Data & Compliance
· Maintain accurate digital and physical records in line with GDPR and organisational policies
· Input and maintain data within the DMPS database and other internal systems
· File documents and oversee secure disposal of archived records in accordance with GDPR requirements (under supervision of the leadership team)
Client & Service Support
· Support service delivery through efficient coordination and communication
· Coordinate and book appointments in respect of counselling assessments
· Dealing with and processing phone enquiries as well-being first point of contact for all phone enquiries
Organisational Support
· Provide administrative support and assistance to management when required, including during periods of absence
· Support the Finance Manager with administrative tasks such as invoice printing and monitoring contract renewals
· Assist across departments as needed to ensure organisational continuity

Key Working Relationships
· Leadership Team
· Operations Manager
· Sessional staff and volunteers
· Referral partners and external agencies
Person Specification
Essential
· A-Level education or equivalent
· Excellent administrative and organisational skills
· High level of confidentiality and attention to detail
· Proficiency in using digital systems, databases, and Microsoft Office
· Strong communication skills, both written and verbal
· Ability to work sensitively within a trauma-informed setting
· Commitment to the vision, mission, and values of KSAAS
· Commitment to anti-discriminatory practice, equal opportunities, and an intersectional feminist approach
Benefits
· Company pension scheme
· Free on-site parking when available
· Supportive and values-driven work environment
· Employee Assistance Programme.
· Career development opportunities.
· Reimbursement of reasonable work expenses.
· Access to Employee Perks Platform



How to Apply
Please submit your application to Tracey.Duckett@ksaas.org.uk Shortlisted candidates will be invited to interview on the dates listed below.
This post is subject to an enhanced vetting and barring check and open to women only. Genuine Occupational Requirement (GOR), Schedule 9 (Work; Exceptions), Part 1 (Occupational Requirements), of the Equality Act (2010) applies
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