
are hiring!

Our mission
To empower women and girls to be able 

to transform their lives by bringing them 
together to find their voice,

• share experiences and understanding,
• develop their knowledge and skills, &

• challenge stereotypes and misconceptions  
about them

…so that they can have choices 
in becoming the individuals 

they want to be.

Our vision
Where all women in Lancashire are 

valued and treated as equals.



About us
Lancashire Women are a leading charity with the core 
vision of creating a Lancashire where all women are 
valued and treated as equals.

With over three decades of experience, Lancashire 
Women work from our female-only centres to provide  
safe, dedicated space for women across the county. We 
bring together a number of services under one roof- all 
designed to support women who at any one time may be 
dealing with a range of issues including: social isolation 
and exclusion, homelessness, poverty, mental ill-health, or 
offending behaviour.

Our services are available to all women, but in particular 
we work with those who find themselves in situations 
which can increase their vulnerability or place them 
at significant risk of harm - and who are often facing 
multiple and complex needs.

Our delivery draws upon three 
decades of practical experience 
in supporting women, and 
is an approach recognised 
nationally for its effectiveness 
and impact.



We believe our values need to be translated from the ideals we profess 
into tangible behaviours which can be operationalised and measured. 
This way, our teams know and understand how best we can achieve the 
outcomes and change for the women we work with.

Our commitment is to ensure everyone in LW knows and understand the 
part they have to play and how they can bring our values into their work.

Our values

We EMPOWER
We are CREATIVE
We COLLABORATE
We DON’T JUDGE

Empower
We work to build on the 
strengths that all women & 
girls have, so that they can 
become more confident; 
especially in controlling their 
own life and claiming their 
rights.

Non-judgemental
We accept each woman exactly as 
they are and genuinely make no moral 
judgement about their situation.

Honest
We try to be real with all the 
women & girls we work with so 
they can have choices about 
their lives, knowing that they 
will need courage to make  
changes that will benefit them 
and those around them.

Creative
Creative in our approach to 
supporting women & girls 
and seeking solutions with 
them for the challenges.

Collaborative
We know we learn more and can achieve 
more when we work together.



Key purpose

This role

Job Title:   Executive
 Administrator

Reporting to:   Systems &
   

Salary:
  

Hours:

Infrastructure 
 Manager

SP27 £24,776 
per annum, pro rata

25

Duration: Permanent 
  
Base: Blackpool or 
 Accrington

General Duties
1. To ensure that required standards of health and safety are maintained.

2.  To work flexibly as and when required and to support other team members as
needed.

3.  To uphold the policies and ethos of
Lancashire Women at all times.

4.  To carry out such other duties as
may be required in line with the
nature of the post.

To provide executive administration in support of Board Governance and CEO and ensure 
the highest level of administrative support. Line Management of Administration Officers 
and oversight of all administration activities and quality in collaboration with Senior 
Administrator/Data Protection Officer. Provide contingency for Senior Administrator/
DPO.

This job description is not intended to be ex-
haustive. The post-holder will be expected to 
adopt a flexible attitude to the duties which 
may have to be varied (after discussion with 
the post holder) subject to the needs of the 
service, and in keeping with the general pro-
file of the post.



Key Responsibility

Full Board Governance including:
• Planning of calendar year of meetings

•  Ensuring all Board Members and SLT are kept up to date with all planned 
meetings and events

•  Dissemination of all reports, agendas, minutes and other documentation before 
required deadlines

•  Ensuring all sub committees are kept in line with full meetings and reports 
produced on time

• Work with SLT to ensure all required documents are produced when needed.

•  Work with SLT and Board to make sure all training and governance requirements 
are met.

•  To maintain accurate digital records of all Board documentation to ensure 
Information Governance compliance

•  To be flexible in attendance at meetings as face to face Board meetings can take 
place in the evenings

Provide administrative and organisation support to CEO as and 
when required.

Accurately minute executive level meetings as and when required.

Full line management of Administration Officers including work 
planning, development and performance management when 
required.

Collaboratively working with Senior Administrator in oversight 
and development of full administrative function including but not 
limited to:

• Oversight of all referral pathways and administration

• Call reporting to ensure service levels are being met

• Mapping new contracts into current referral processes

...continued

This job description is not intended to be exhaustive. The post-holder 
will be expected to adopt a flexible attitude to the duties which may 
have to be varied (after discussion with the post holder) subject to  
the needs of the service, and in keeping with the general profile  
of the post.



Key Responsibility

•  Project administration feeds into and provides back up for all administration 
functions

• The team are fully cross skilled to ensure contingency within Centres

•  Ensure administration team are Centre based for 4/5 of working week to provide 
adequate Centre functionality

•  Work with all to make sure a strong team ethic and communication is fostered 
and maintained

• Conducting of team meetings and supervisions

Provide contingency for Senior Administrator/DPO so all business 
needs are met and can continue in absences

Work with Hub spaces alongside all administration team members 
to ensure all service needs are met

Responsibility for participation in Centre needs such as greeting 
clients, smooth running of Centres and acting as part of the ‘team’ 
on site

Centre-based

This job description is not intended to be exhaustive. The post-holder 
will be expected to adopt a flexible attitude to the duties which may 
have to be varied (after discussion with the post holder) subject to  
the needs of the service, and in keeping with the general profile  
of the post.



Qualifications
Educated to at least GCSE Level with English and Maths E A/I
Qualification or commensurate experience with Microsoft Suite E A/I
APA Diploma in Personal Assistance or a similar business or administrative 
qualification would be advantageous. D A/I

Experience
Prior experience in a Senior Administrator/secretarial role E A/I
Experience of Board Governance E A/I
Line management experience ideally overseeing a team of 2 or more E A/I
Voluntary sector work experience with vulnerable communities D A/I
Experience of dealing with and holding confidential information E A/I
Experience of working as part of a team to provide a seamless service E A/I
Demonstrably high level of experience using MS Office Suite

Skills/Understanding
Outstanding communication skills written and oral E A/I
Understanding of the need for discretion and confidentiality E A/I
Strong customer service and problem solving skills E A/I
The ability to respond appropriately to different situations E A/I
Outstanding IT skills including Office 365 and all programmes on MS Office Suite 
(training will be given for any bespoke packages) E A/I
A good knowledge of mental health issues D A/I
Experience of dealing with safeguarding issues D A/I
Understanding how to de-escalate and keep calm in crisis situations E A/I
Able to demonstrate a high standard of literacy and numeracy E I
Organised and able to prioritise and meet deadlines E A/I
Ability to use own initiative E A/I
Accurate typing and general administration skills E A/I

Personal Attributes
Non-judgemental and understands the importance of equality and diversity at all 
levels of work E A/I
Can deliver work to a high standard and demonstrate a professional approach E I
Team focussed E A/I
Enthusiastic and approachable E I
Shared values with Lancashire Women E I

Key Responsibility

E = Essential   D = Desirable   A = Assessment   I = Interview



Help make a 
difference to the lives 

of women across 
Lancashire!

Join the team!

Information

•  A chance to work in a rewarding, ethical, and agile environment 
where everyday you are really making a difference to the lives of 
women and girls

• Person-centred wellbeing provision
•   Employer Pension Scheme
• Flexible working/worklife balance
•  Be involved in an organisation which put service users and co-de-

sign at the centre of all we do

Why work for us?

Please download:
• Application Form V1
• Id Monitoring Form V1
• Equality Diversity Form V1

And send completed forms to:
recruitment@lancashirewomen.org

To discuss the role / an informal
chat, please contact:
Kerry.Scruton@lancashirewomen.org

Apply now!


