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Job Description 
October 2021 

Team Administrator 

Title  Team Administrator 

Salary  £11,000 per annum, 18 hours a week, full time equivalent £22,918.35 

Contract  Permanent 

Location  Harwell Innovation Centre, Didcot, OX11 0QG with opportunities for home working 

Reports to  The Director 

Introduction Be Free Young Carers is an independent registered charity, established in 1994, 
providing emotional support to young carers aged 8 to 18, supporting them in their 
caring role, helping to give them the skills and self-confidence to flourish as children. 

Job Summary This is a varied and vital role providing administrative support to the Be Free Young 
Carers Team. 

Key responsibilities 

 Provide administrative support to all members of the team; 

 Assist in arrangements for young carer activities, training and trips, booking venues and 
transport, liaising with Support Workers 

 Liaise with Support Workers to produce and dispatch the young carers quarterly newsletter, 
sorting a mailing list and mail merge  

 Assist in the promotion of the organisation, ensuring education providers, GP practices and 
others have information about Be Free Young Carers’ services 

 Maintain a database of school/college and other contacts 

 Assist in updating of Young Carer details to our client register, including production and 
circulating an assessment sent annually with the newsletter 

 Undertake a monthly check of young carers registered with BFYC offering access to the BFYC 
13+ group to those eligible 

 Send end of trips letters to 17 year olds 

 Assist the Volunteer Coordinator in supporting and training volunteers 

 Respond to general referral enquiries 

 Compile and update statistics on Young Carers attending education and higher education, 
liaising with Schools, Colleges and Universities 

 Assist the Fundraiser in supporting community groups and applying to Charitable Trusts 

 Work collaboratively with all members of the team, volunteers and Trustees 

 Assist in other areas of the organisation’s work when appropriate  

 Work within the agreed boundaries of confidentiality and GDPR 

 Fully participate in, and make use of, team meetings 

 Contribute to the development of Be Free Young Carers  

 Undertake any other duties as requested by the Director 

This job description is not intended to be comprehensive but indicative. Responsibilities may be 
varied from time to time, depending on the needs of the Organisation 

Access to your own transport is essential 
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About You 
 

October 2021 

Team Administrator 

Essential Skills and Experience 

Qualifications 

1 Educated to GCSE level or equivalent 

2 Evidence of ongoing training and development 

Aptitude and Skills 

3 Well organised, efficient and reliable, able to work with colleagues and or without supervision 
prioritising the workload and knowing when to refer 

4 Experienced in Office administration 

5 Positive and conscientious attitude, calm under pressure 

6 Confident and flexible approach with the ability to exercise discretion and confidentiality while 
communicating at all levels 

7 Excellent IT skills (Microsoft Office 365 Outlook, Word, Excel, PowerPoint) 

8 Excellent telephone manner and written communication skills 

9 Accuracy in data entry 

10 Excellent time management 

11 Ability to work to deadlines, plans and budget 

12 Willingness to undertake training/use new systems 

Other 

13 Willingness to travel and work out of hours if required 

14  Full driving licence and access to own transport during working hours. 

 

 


