DESCRIPTION OF SERVICES    /    JOB OPPORTUNITY    /    JOB OPPORTUNITY
Location of Job
Home worker – ideally in/near Buntingford, Herts or within 20/30mins by car
Organisation

The Muscle Help Foundation / www.musclehelp.com / T. 01763 274658
Registered Address
Baldwin Scofield & Co, 3 Newhouse Business Centre



Old Crawley Road, Horsham, West Sussex, RH12 4RU

Service Title & Salary
Administration Consultant with salary of £10.00 p/hour (max 16 hours a week)
Primary Activity

To provide highly professional and organised administration support to the Trustees and Management Team including specifically, the CEO and Charity Co-Founder
Job Purpose

· The administration Consultant will provide general administrative support to internal stakeholders within the charity
· The role has an internal and external focus – the administrator will in time develop relationships with the charity’s sponsors, suppliers, partners and supporters

· Keep internal team informed of current projects, meetings and events 
· Attendance at several key events throughout the year – this will mean workload can fluctuate and attendance at events is required.  This may mean attendance at weekends and occasional evenings
Services Include

1. Excel database management, supporters, Muscle Dreams, partners and sponsors

2. Liaise with website suppliers to ensure web content is updated and accurate and timely
3. Provide administrative support at key charity events throughout the year and attend
4. Diary management of Trustees and Management Team and specifically the charity’s CEO
5. Provide support to the team on corporate sponsorship applications and proposals

6. Manage all administration and arrangements for trustee / management team meetings, attend meetings, take accurate minutes

7. Financial management - financial data, invoicing and payments as required 
8. Flexible working hours – there may be opportunities where working hours may be of an unsociable nature; occasionally in the evenings and/or at weekends at various charity events or in support of the charity’s CEO on specific project work
Service Expectations
· The consultant would benefit having sound business acumen
· Knowledge of the charity sector is desirable but not essential
· Truly professional and supportive role, requiring an excellent team worker (essential requirement)
· With the above in mind the consultant must have as ‘a given’ the following –

1. Be an effective communicator with solid networking and influencing capabilities

2. Able to identify and exploit fundraising opportunities (linked to the Muscle Help Foundation charity)
3. Provision of accurate minute taking, highly competent in Microsoft Office Programmes to include specifically Word, Excel (spreadsheet competence essential requirement)), Outlook and PowerPoint
4. Show initiative, be proactive and demonstrate excellent organisational skills
5. Listening and responding skills are an essential requirement
6. Able to attend meetings around the country (mostly London, home counties) using own transport
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