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Dear Candidate 

Administrative Assistant at EVAW
Thank you for your interest in the post of Administrative Assistant at EVAW. Enclosed with this letter you will find:

· A job description 

· A competency profile

· An Equalities Monitoring Form

Please send your CV and a covering letter explaining how you meet the required competencies, together with the monitoring form. This should reach us by post or email by 5pm on Thursday 1 July. Please note that interviews will take place on Tuesday 20 July.

This post is funded for one year with a possibility of an extension for a further two years. It is based at offices in central London.  This is a part-time post of 2.5 days a week but the job is open to alternative working patterns. Some home working and out of hours work will be necessary by negotiation. The salary scale starts at £20,877.00 up to £25,318.00 pro rata for an exceptional candidate, with a range of benefits. 

If you have any questions about the role please telephone or email us; the contact details are shown below.

Yours faithfully

Janet Veitch

Interim Joint Campaign Manager

Contact details:

Applications should be returned by post in an envelope clearly marked ‘EVAW Administrative Assistant’ to:

Poonam Joshi

The Human Rights Action Centre

17-25 New Inn Yard

London EC2A 3EA

Applications may also be sent by email to:

poonam.joshi@amnesty.org.uk
Please enter: EVAW Administrative Assistant in the subject line.

Enquiries about the post should be directed to Holly Dustin, EVAW Campaign Manager, or Liz McKean, EVAW Board of Directors. You can reach Holly at:

holly.dustin@amnesty.org.uk or 0207 0331559.

Or Liz on: liz.mckean@amnesty.org.uk or 07971080045.

END VIOLENCE AGAINST WOMEN COALITION

Administrative Assistant 
Part-time post 2.5 days a week for one year with the possibility of an extension
Salary range £20,877 to £25,318 pro rata

Background

The Coalition

The End Violence Against Women Coalition (EVAW) is a groundbreaking coalition representing 7 million individuals and organisations across the UK.  Three million women experience rape, domestic violence, forced marriage or another form of violence each year across the UK.  We believe we can and must create a world free from the threat and reality of violence against women. 

Please visit our website for more information about the campaign: 

http://www.endviolenceagainstwomen.org.uk 

With our members, we have successfully campaigned for the UK Government to develop a cross-government strategy on violence against women and girls (VAWG); this was launched in November 2009. In response, we are now developing a major project to focus on the key issue of preventing VAWG, and bring together the voice and expertise of our members.

As Administrative Assistant, you will work with the Director to support the Board of Directors, support the Prevention Manager on EVAW prevention work, assist with fundraising and other administrative tasks. You will organise meetings; support the EVAW membership, and respond to public enquiries. 

EVAW Administrative Assistant Job Description

This post reports to the Prevention Manager for the prevention elements of the job and to the EVAW Director for the wider administrative duties.

Key tasks 

· Under the EVAW Manager’s direction, organise and note meetings; produce first draft agendas, attendee lists, action notes and minutes for circulation

· Support members and supporters by answering queries, responding to correspondence and drafting and circulating regular bulletins of information

· Provide admin support for Prevention Network including roundtables, by arranging rooms, refreshments, and issuing invitations

· Provide admin support for EVAW governance including AGMs; arrange regular Board meetings and manage members’ voting for Board members 

· Provide first point of contact for enquiries from the public, media and members

· Communications support, assist with liaison with the press and media, the website, Facebook, Twitter etc 

· Maintain EVAW’s database and filing system

· Maintain/ input into  income and expenditure records as set up by bookkeeper

· Process expenses and invoices

· Support Prevention Manager and Director

· Any other tasks commensurate with this post

Competency Profile 

Essential

Organisation 

Well organised, with an eye for detail and a track record of delivering tangible results. Self organised; punctual and methodical, with a systematic approach to carrying out instructions and meeting deadlines.

People 

Helpful, friendly and approachable, and able to work effectively with a wide range of people. Tactful and diplomatic. 

IT/ Information systems 

Familiar with IT and simple project reporting systems, and able to maintain accurately simple filing/ budgeting  systems. Proficient in email and Word, and able to update our Twitter and Facebook accounts  

Equalities

Understanding of gender equality and human rights in the UK, and EVAW goals.


Desirable

Experience in the field of violence against women or related prevention activity 

Experience in the women’s voluntary sector.

