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	TEAM ADMINISTRATOR & OFFICE COORDINATOR

	The Team Administrator & Office Coordinator is the first point of contact for everyone at NEF and plays a key role in the effective running of the office for NEF employees, Licensees and visitors of the office as well as providing much needed support to wider teams across the organisation.

Reporting to the Head of People and Organisational Development, they will need to be a highly enthusiastic and proactive team player and display excellent organisation and communication skills.  

Reporting to: Head of People and Organisational Development
Direct Reports: None but could support temps, interns and/or work experience colleagues
Location: London - full-time office-based role
Salary Band: C2



	JOB DESCRIPTION 

	Office & core team support 
· Full reception cover: greeting visitors, signing for deliveries and answering the main telephone line directing calls as appropriate.
· Be the eyes and ears of office – you are the lead for maintaining the general office environment, booking repairs and work when needed, ordering all office stationery consumables and equipment within budget and ethically sourced where possible; including liaising with suppliers to get the best possible deal. Ensuring the office is a presentable and work-friendly space at all times. 
· Office health and safety lead including arranging annual fire risk assessment, regular fire alarm testing and drills and equipment/signage maintenance and management. 
· Facilities management lead including, but not limited to; booking regular equipment maintenance, managing utilities including submitting readings through appropriate portals, managing waste collection service and any associated issues and queries, supporting the COO in renewing annual utilities contracts and arranging building repairs.  
· Manage the info mailbox, directing emails to the right person and answering general enquiries on behalf of NEF and organise the distribution of incoming post.
· Be the main point of contact for our licensees, this includes dealing with all queries and requests as well as managing enquiries from potential licensees and associated activities.
· Co-ordinate internal and external meetings and team-based activities. Including set up of meeting rooms and event spaces, coordination of catering and managing audio-visual requirements. Also working with other members of the NEF team to arrange and facilitate social events and office activities.
· Provide administrative cover and capacity support when the HR and Ops Coordinator is away. 
· Produce the monthly NEFLetter (newsletter) by co-ordinating updates and information from colleagues.

General wider team support 

This role will be key in assisting the Core Team Heads (People and Organisational Development, Finance and Technology, Fundraising and Performance and Impact) with ad hoc tasks when capacity allows and will provide cover during absences:

· Ensure supporter and major donor details on the fundraising database are kept up to date and Data Protection compliant.

· Be a point of contact for supporter queries (such as changes to contact details) that come via email, post or phone calls and help to resolve them in a supportive way.
· Adhoc support of administrative tasks relating to Fundraising events, appeals and supporter journey.
· Adhoc administrative tasks and event logistics to support the Performance and Impact team. 
· Provide occasional wider team support with event logistics, room bookings, travel bookings etc during busy periods. 
 

Executive support:
· Provide support to the CEO including diary management, travel bookings, and general administration. 
· Distribute papers and agendas ahead of Board and Committee meetings.
· Organise Board and Committee meetings, taking minutes, sending communications to Trustees on behalf of the CEO/Chair as required.
· Support with ad hoc needs such as Board questionnaires, Trustee recruitment or anything else the Chair, CEO or COO may need



	PERSON SPECIFICATION 

	Essential aspects are shown in bold.  Aspects not in bold are desirable but not essential.
EDUCATION & QUALIFICATIONS
· [None currently required]
KNOWLEDGE & EXPERIENCE
· Computer literate: experience of MS Office, Word, Excel, PowerPoint
· A good knowledge of MS Outlook.
· Experience of maintaining presentations, records and spreadsheets.
· A proven administrative background and experience within the charity or not-for-profit sector would be beneficial.
SKILLS & ATTRIBUTES
· Friendly and approachable with a high degree of professionalism. 
· Confident communicating at all levels.
· Attention to detail. 
· The ability to be proactive and take the initiative.
· Good written and spoken communication skills.
· Highly organised with the ability to multi-task and prioritise a varied workload.
· Flexible with a real can-do attitude
MOTIVATION & WORKING STYLE
· Must be a team player that works well under pressure.
· A ‘no job too small’ outlook.

	Last reviewed & updated	[22 July 2026]
Pay band	[C2]
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