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JOB ADVERT FOR THE 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
Download a recruitment pack from our website www.endviolenceagainstwomen.org.uk 
The Coalition
End Violence Against Women (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 
An outline role profile is attached below.
You will be well organised, with an eye for detail and a track record of delivering tangible results. You will be helpful and approachable, and able to work effectively with a wide range of people. You will be familiar with IT and simple project/ budget reporting systems. You will have a strong commitment to gender equality, human rights, and EVAW goals.


It would be helpful to have previous experience in the field of violence against women or related prevention activity, and/ or of working in the women’s voluntary sector.
We are looking for someone to start as soon as possible. This is a part-time post and we welcome applications for flexible/ compressed hours. 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. The post is funded by Comic Relief for one year with an extension for up to two further years subject to successful delivery and further funding. EVAW is currently hosted at the offices of Amnesty UK in central London.

For more information, or to request an application form, please contact:

Holly Dustin on 07903 278 757 or email holly.dustin@amnesty.org.uk
Or Liz McKean on 07971 080 045 or email liz.mckean@amnesty.org.uk
The deadline for applications is 5pm on Thursday 1 July 2010. Interviews will take place on Tuesday 20 July. The recruitment pack can be downloaded from www.endviolenceagainstwomen.org.uk 
EVAW Administrative Assistant Role Profile

· Under the EVAW Manager’s direction, organise and note meetings

· Support members and supporters

· Provide admin support for Prevention Network including roundtables

· Provide admin support for EVAW governance procedures including AGMs

· Provide first point of contact for enquiries

· Communications support 

· Maintain database and files

· 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

