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Join our team at Yellow Submarine! 

Administrator 
 

Salary: £24,000 (Pro-rata) 

Contract Type: Part-time; variable hours available (minimum of 20 hours a week). 12-

month contract, with potential to extend subject to performance, organisational need 

and funding. 

Working Hours: Regular hours; working schedule to be agreed with the successful 

candidate. 

Location: This will be primarily office-based role, within the charity’s office in Oxford. 
 

 

Yellow Submarine is an award winning charity, supporting people with additional needs and their 

families. Search ‘Yellow Submarine Charity’ online to learn more. We have an opportunity for a new 

team member to join us to work within our office as an administrator. If you want the opportunity 

to join a small but friendly team where you’ll get to see the impact of the charity’s work first-hand, 

this is the job for you. This role will involve providing comprehensive administrative support across 

the charity, the successful applicant requires exceptional organisational ability, as well as a 

willingness to support colleagues and get involved. 

 

We welcome applications from all people regardless of race, gender, disability, religion, belief, 

sexual orientation or age and we are committed to providing under-represented groups with the 

help and support they need to apply. To apply, you must complete an application form (available 

on the ‘Join our Team’ page of our website). Successful applicants will require a DBS check.  



Registered company No: 6619694     Registered charity No: 1136735 

Job Description 

To provide comprehensive administrative support across the charity, the successful applicant 

requires exceptional organisational ability and a willingness to support and get involved. They must 

be flexible, have the ability to solve issues whilst being responsive to the needs of the organisation 

and the needs of our members. They must also help ensure the smooth running of the office and 

work with colleagues across the organisation. 

Key Duties* 

- Management  of the organisation’s day to day accounts; including management of accounts 

on ‘Clearbooks’ (our current online accounting software),  management of petty cash and 

cash cards,  paying monies into the bank, creating invoices and following these up as 

needed. 

- Maintenance of data; including data entry which supports the monitoring and evaluation of 

projects. 

- Ensuring that our cloud computing system (Huddle) is well maintained. 

- Support with the recruitment of new sessional staff members and volunteers, including 

completing DBS checks and seeking references. 

- To implement and maintain systems and procedures which ensure the office functions 

efficiently and effectively, including storage facilities, the ordering of office stationery & 

materials and maintaining a tidy and organised office. 

- To be adept in a variety of computer packages, including Microsoft Word, Excel, PowerPoint 

and Outlook, and to be able to solve simple IT issues quickly and efficiently. This will include 

the setting up of laptops, email accounts etc. 

- To attend and participate in all Team meetings, and other meetings where necessary, and to 

take minutes from these meetings, ensuring they are accurate and distributed swiftly. 

- To carry out any other duties within the general scope of the post, as directed by the Co-

Directors. 

- Every Yellow Submarine employee is required to uphold equal opportunities and anti-

oppressive practice; whilst upholding safeguarding policies and procedures as set out by the 

organisation. 
*This is an outline job description and should not be regarded as an inflexible specification. Responsibilities will be reviewed 

periodically in line with organisational priorities and duties may change or new duties be introduced after consultation with the post 

holder. 
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Person Specification 

We recognise our organisation is only as good as the people who work for us - first and foremost 

we are looking for people with the right characteristics: 

 

 Believe in the work that we do and understand the need for our organisation. 

 Recognise the need to be organised and responsible. 

 Have excellent communication skills - written and verbal. 

 A methodical approach to tasks as well as being resourceful. 

 To be both numerate and computer literate. 

 A flexible and can do attitude. 

Qualifications Essential  

- Have a sound education to A-level standard or equivalent 

Desirable  

- Generalist or Specialist Safeguarding Certificate 

- First Aid training 

  

Experience Essential  

- Have a sound background in administrative duties.   

- Have demonstrable experience of working with people from all walks of life. 

Desirable 

- Have experience of working for a charity. 

- Experience of GDPR regulations. 

- Experience in working with children with learning disabilities/Autism. 

  

Skills Essential 

- Be able to prioritise.  

- Have excellent administrative skills.  

- Demonstrate excellent communication skills, including an impeccable telephone 

manner.  

- Excellent IT skills in Microsoft Word, Excel, PowerPoint and Outlook. 

- Highly numerate. 

  

Personal Attributes Essential 
- Have commitment and a conscientious approach to work  

- Have a responsive and helpful manner  

- Be able to ‘get on’ with people from all walks of life and a ‘Can do’ attitude. 

- Have proven reliability, excellent time keeping and attendance record.  
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Benefits: 

Application deadline: Monday, 4th October 2021 | Interviews: W/C 11th October | Start date:  ASAP 

 

If you have any questions, please contact Kate Sankey - kate@yellowsubmarine.org.uk    

 

- Have the self-confidence and self-reliance to undertake the role  

- Be able to work under pressure  

- Be flexible and capable of using initiative, tact and discretion.  

- Be confidential.  

- Be able to work as part of a team.  

- Be able to handle awkward situations with tact and sensitivity. 

- A willingness to undertake training where necessary. 

Desirable 
- Full, clean UK driving license 


