
   

 
 

ESRT ADMIN SUPPORT OFFICER 
JOB DESCRIPTION 

__________________________________________________________________________ 
 
JOB TITLE: ESRT Admin Support Officer 
 
RESPONSIBLE TO: ESRT Director 
 
PURPOSE: To work with and provide administrative support to the Director and 

Board on a wide range of subjects and activities related to ESRT’s 
work and role. 

 
SALARY: £19,000 - £21,000 p.a. pro rata 
 
LOCATION:  Home working with ability to travel on occasions to attend meetings, 

locations and offices in Suffolk and Essex. 
HOURS:  15 hours per week, flexible. 
 
_____________________________________________________________________________ 
 
MAIN DUTIES AND RESPONSIBILITIES 

 
 
1. Provide administrative support to the Director on a range of activities including: 
 

- Research and compile information for reports to Trustees, funders, partners and other key 
stakeholders. 

- Become familiar with and help to maintain the Trust’s electronic filing and information 
systems. 

- Undertake administrative tasks to support the running of the Trust, project development 
and income generation activity. 

- Monitor the general email account and respond to enquiries where possible. 
- Compile and disseminate information and news to partners, stakeholders and other 

interested parties. 
- Preparing agendas, papers and writing minutes for Board and other meetings. 
- Attend internal and some external meetings as requested by the Director, as time permits. 
- Assist with the maintenance and updating of the website. 
- Respond to general phone enquiries, drawing these to the attention of the Director as 

appropriate (a mobile phone and laptop will be provided). 
 

 



 
 

2. Assist with financial and budget management including: 
 
- Prepare occasional outgoing invoices and arrange recording and payment of incoming 

invoices with the Chair/Vice Chair. 
- With the support of the Director, collect evidence of expenditure and activities and prepare 

claims for grants. 
- In liaison with our accounting consultants and guided by the Director, keep our internal 

budget spreadsheets up to date on a monthly basis with the latest income and expenditure 
items. 
 

3. Assist with general marketing and promotion of the Trust including:  
 

- Disseminate items of interest through our website and through social media (Facebook 
and Twitter). 

- Help to organise and attend small promotional and awareness-raising events (subject to 
latest Govt. advice on gatherings). 

- Assist with the production of press releases, media articles and powerpoint presentations. 
 
4. Undertake other tasks as reasonably requested or required consistent with the nature and 

scope of this post. 
 
5. Be familiar and ensure compliance with Trust policies/procedures including Health and Safety. 

 
6. At all times, work with discretion, confidentiality and diplomacy, striving for the high 

professional standards we aspire to uphold. 
 

_____________________________________________________________________________ 
 
 

PERSONAL DEVELOPMENT 
 
1. Attend regular meetings with the Director to discuss workloads, assignments and priorities and 

to seek guidance and advice as required. 
 

2. Undertake training and development as discussed and agreed with the Director. 
 

3. Be a positive force in the team, maintaining good working relationships and contributing to 
thinking and ideas to improve our development, efficiency and effectiveness. 
 

 
 



 
 

ESRT ADMIN SUPPORT OFFICER 
 

PERSON SPECIFICATION 
 

 ESSENTIAL DESIRABLE 

Qualifications - A Level or equivalent experience 
 

- Environmental Degree or equivalent 

Experience - Excellent IT skills with experience 
of MS Offices applications 

- At least three years’ experience in 
an office/administration 
environment 

- Experience of basic book keeping 
and budgets 

 

- Experience of working for a 
conservation charity or equivalent 

- Experience of working with social 
media 

- Experience of using/willingness to 
learn graphics and GIS applications 
would be an advantage 
 

Skills  - Excellent written and oral 
communication skills including 
good telephone skills 

- Good numeracy skills 
- Able to work with discretion and 

confidentiality 
- Good organisation and prioritisation 

skills 
- Proactive and able to work on own 

initiative 
- Ability to work under pressure and 

to deadlines 
- Willingness to learn 
- Ability to understand and follow 

instruction 

- Creative thinking  
- Ability to work effectively from home 
and through video conferencing 

Knowledge - Genuine interest in environment 
- Enthusiasm and experience in 

communicating effectively with a 
wide range of people 
 

- Working knowledge of nature 
conservation and/or environmental 
issues 

Miscellaneous  - Commitment to equality of 
opportunity and diversity 

- Ability to work effectively remotely 
from home 

- Ability and willingness to travel 

- Willingness to work flexibly 
according work demands 

 


