
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:    HR/
   Administration 

 Apprentice

Reporting to:   HR Officer

Salary: Appropriate age  
  rate

Hours: 37

Duration: Permanent 
  
Base:  Accrington 

or Blackpool

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 HR and General administration support within Lancashire Women. To work 
within Accrington Centre and support with meeting and supporting clients, setting up 
for the day and supporting within the Charity Shop.

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.

· HR and Volunteer administration in applying for references and DBS checks. Providing 
links to application forms etc via our Indeed account and website.
· Data input for various workstreams.
· Input of Online referrals to database and onto the Tracker.
· Maintain email databases and sending targeted email campaigns
· Assisting in the maintenance of booking systems and spreadsheets.
·  Support in the hub with meeting and greeting
of clients, setting up the Centre for the
days activities, dealing with customers
in the Charity Shop and many other
ad hoc responsibilities.

·  Provision of general administrative
support with full training and
mentoring given

· Fully Centre based

Key Responsibilities



Qualifications
Educated to at least GCSE Level with English and Maths E A/I

Experience
Experience of using MS Office Suite E A/I
Experience of dealing with customers in a workplace E A/I

Skills/Understanding
A calm and methodical approach to work E A/I
An ability to prioritise  E A/I
Excellent verbal communication skills
Strong work ethic  E A/I
Ability to work under own initiative  E A/I
Strong IT skills including including Office 365 and all programmes on MS Office Suite 
(training will be given for any bespoke packages)  E A/I
Good standard of literacy and numeracy D 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!


