Admin & Premises Manager
(Full time)

Application Pack

ADMIN & PREMISES MANAGER
Accountable to:
Accountable for:
Salary Scale:
Hours:
Contract:
Location:

Director of Operations
Reception/Admin Staff, Facilities Staff
£31,214.39
35 hours
Full time
Headway East London office in Hackney

About us
Headway East London (www.headwayeastlondon.org) is a charity supporting people affected by brain injury. Working
across 13 London boroughs we offer specialist support and services for survivors and their family.
We offer therapies, advocacy, family support and community support work alongside our day service: a community
venue where people can make the most of their abilities and interests.
We also promote awareness and understanding of brain injury by providing information to the public, and offering
training to university students, professionals and businesses.
Our vision is to build a community where people with brain injury are valued, respected and able to fulfil their
potential.

About the role
The primary purpose of our Admin and Premises Manager post is to ensure our amazing team of staff & volunteers
have the best administrative support, our facilities are well maintained, and contract compliance is effectively
managed, so we can provide the best possible service to our members.
The new Admin and Premises Manager will work closely with the Director of Operations to identify and develop
systems and procedures which support the smooth running of operational activities. The postholder will join the
management team at Headway East London and will be required to represent the organisation in communication with
staff, members, and stakeholders. The postholder will be accountable for their decisions and will work towards
challenging targets. There is a lot to be done but we feel confident this role will provide a rewarding experience for the
right person.
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What you will do…
We are looking for a positive, creative thinker who is outgoing and confident. Our ideal person loves a challenge, finds
innovative solutions to problems, and thrives on encouraging and supporting others to do the same. You will have at
least 2 years’ experience of Admin and Premises Management and we would like to see some evidence of supporting
qualifications and a commitment to your own ongoing professional development.
We are seeking a skilled communicator and relationship builder with an understanding of contract compliance and
(preferably) some understanding of financial management. You will be highly organised and have a plethora of
administration skills together with a talent for working in partnership with others. We are not expecting our ideal
candidate to know everything about this role right away, but we do expect professionalism and a willingness to learn,
to attend regular internal and external training to improve knowledge & skills, and we need someone who is
comfortable with their existing skills and knowledge but who also has the confidence to ask for guidance to help them
grow within this fantastic role.

Main duties and responsibilities
Health & Safety, Premises Management
•
•
•
•
•
•
•
•
•
•

Undertake regular Health & Safety inspections of all Headway East London facilities.
Ensure Health and Safety policy and procedures are up to date.
Carry out Risk Assessments of all facilities and, where appropriate, consider employees, volunteers, members,
and visitors for all Headway East London activities.
Act as the nominated Fire Officer and take responsibility for routine drills and training of all staff/designated Fire
Marshalls
Ensure that all facilities maintenance is scheduled and completed on a timely basis and to a high standard.
Management of all contractors when they are on site.
Advise the Director of Operations of any urgent repairs and health and safety issues.
Be responsible for the regular servicing of essential equipment, PAT testing and ad hoc repairs.
Organise the rotas and include all necessary tasks to ensure the premises are maintained at a satisfactory level
of cleanliness and are fully compliant with current covid requirements
Keep abreast of current guidance and legislation to ensure that Headway East London is fully compliant and
meeting all fire/risk/health and safety targets and expectations.

Administration
•

•
•
•
•
•
•
•
•

Become familiar with the activities which take place within Headway and work with the Director of Operations /
management team to gain an overview of the income streams in place for the services we provide.
Manage a range of admin/premises related contracts and service level agreements and work with the Director
of Operations to negotiate agreements to cover new activities.
Ensure that GDPR issues, complaints, and incidents are recorded and dealt with fairly and efficiently in
conjunction with the Director of Operations.
Oversee the smooth running of the transport contract for our members and compile regular variance reports to
highlight SLA issues
Oversee the smooth running of the CRM database (currently Charity Log)
Oversee the smooth running of Headway East London reception and associated procedures – post, office
supplies etc.
Oversee the smooth running of the purchase order process
Promote and maintain effective communication with other staff and managers to ensure the administrative
processes support operational activities effectively
Work with the Finance team/Headway staff to manage petty cash, donations, and other fees and charges.

(Continued on next page)
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Main duties and responsibilities (cont)
Staff Management
•
•
•
•
•

Manage the team of admin and premises staff to maximum effect
Participate in the staff recruitment process as required
Induct, supervise, support, and appraise direct staff reports.
Evaluate the performance and identify training needs of the staff reporting to you and take appropriate action
Actively participate in staff & volunteer team building and social events.

*This list is not exhaustive and the postholder will be expected to carry out ad hoc duties as required which are
commensurate with the role
The postholder will also contribute to the effective management and administration of Headway East London and
will contribute to budgeting and financial planning procedures as necessary, in conjunction with the Director of
Operations

*This list is not exhaustive and the postholder will be expected to carry out ad hoc duties as required which are
commensurate with the role.
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Skills & Experience
Everyone at Headway East London contributes to our success. If you don't meet all the criteria but are passionate and
have skills and experience you think will be valuable to Headway East London, we would love to receive an application
from you.

Criteria

Essential

Desirable

Qualification

•

Educated to degree level or can evidence relevant experience, ideally
with relevant qualifications (e.g., NEBOSH/IWFM accreditation).

•

Fire Safety or First
Aid training/
qualification

Experience &
skills

•

•

Previous Charity
experience

•
•
•
•
•
•

Demonstrable experience in facilities management, including
contract management
A proven track record of leading reception & support services staff
Experience of budget management and cost control
Excellent knowledge of CRM software (preferably Charity Log)
Advanced 365 user – fully conversant with Outlook and Sharepoint
Able to work on own initiative without high levels of supervision
Comfortable using and adapting to new technology

Skills,
Knowledge &
Abilities

•

An enthusiastic and motivated individual

•

Ability to remain positive with a willingness to learn

•

Strong commitment to diversity and inclusion

•

Commitment to empowering people who use services and their
families, promoting their rights and services which are user-led,
personalised and selfdirected.

•

Demonstrable commitment to working in ways which promote
equality and inclusion

•

Leading by example

•

Commitment to continuous professional development

Attitude &
general

•

Awareness of issues surrounding disability, social exclusion and
cultural diversity
Personally and professionally responsible
Flexible, adaptable and reliable
A commitment to equal opportunities
Willingness to work occasional evenings
A sense of humour

•

Awareness of issues
concerning
disability and social
exclusion

Physical

•

•
•
•
•
•

Reliable, with the ability to work the hours dictated by the needs of
the job (incl occasional evenings and weekends)

Coaching, training and support will always be provided as part of the role.
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To apply
Please submit your application form to recruitment@headwayeastlondon.org. Closing date for applications is 9am
Monday 13th June and interviews will take place in the week commencing Monday 20th June. Please ensure you
address the requirements as laid out in the job description and person specification when completing page 4 of your
application and ensure all other sections of the form have been completed. Incomplete applications will not be
considered and CVs will not be accepted.
Headway East London is an Equal Opportunities Employer, and we are committed to ensuring that all staff are
motivated, skilled and rewarded by their work. We welcome applicants regardless of race, religion or belief, colour,
national origin, sex, sexual orientation, disability, age and other protected status as required by law. We promote and
protect human rights; they are the foundation of what we do.
We want to be an inclusive place where a diverse mix of talented people want to come and contribute their unique
strengths and perspectives. We are focused on equality and believe that all the fascinating characteristics that make
us different, make us more able to deliver our life-changing work with passion and creativity. If you would like further
information about the role and Headway East London, please contact Anna McEwen via email at:
anna.mcewen@headwayeastlondon.org or call on 020 7749 7790. No agencies please.

How you will work
•
•
•
•

In a way which promotes diversity, equality of opportunity and anti-discriminatory practice in line with
Headway’s Equal Opportunities Policy.
Operate at all times in a way that is consistent with Headway East London’s legal responsibilities including, data
protection, health and safety legislation and guidance, seeking specialist guidance where appropriate
Work in accordance with Headway East London’s aims and objectives and policies and procedures and to
promote a positive image of the organisation and its members.
Undertake such other duties as may reasonably be required, commensurate with the level of the post.

