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Administration and Events Assistant
Job Description and Person Specification 
Job Title: Administrative and Events Assistant
Hours: 22 hours per week
Days: Mon, Tues, Weds morning and all day Thurs. 
Salary: £15,386.80 per annum 
Duration: Fixed term contract  
Responsible to: Alsager Community Support (ACS) Manager
Organisation: Alsager Community Support
Location: 19-21 Crewe Road, Alsager, ST7 2EW 

Scope of the Role 
Alsager Community Support (ACS) provides an award winning, volunteer based information, advice and support service to all local residents in need. We are looking for an Administration and Events Assistant to support the Manager and Volunteer Coordinator to ensure that they have all they need to manage activities to the efficient and high standard required. 
Main duties and responsibilities 

General
· Office and general administration duties including updating spreadsheets, minute taking and maintaining up-to-date, accurate records. 
· Ensure all data is recorded as needed, kept updated and held in line with GDPR requirements.
· Support ACS staff team and trustees as required. 
· Maintain and update the organisation’s social media platforms, including Facebook and Instagram.
· Provide excellent customer service and support to our clients, volunteers, partners and supporters.
Events
· Plan and deliver innovative fundraising activities and community events, taking the lead on organising engagement initiatives to support fundraising goals. 
· Attend community group events to raise the profile of ACS as required.
· Book and arrange cover for ACS promotional events.
· Arrange client and volunteer events. 
Volunteers
· Support all aspects of volunteer recruitment.
· Book and attend appointments for client home visits, maintain diaries, etc.
· Arrange training for volunteers and provide administrative support.
· Prepare Centre rota for volunteers each month in advance.
· Maintain communication with volunteers, to ensure that they feel informed, included and involved as part of the organisation.
· Deputise for the volunteer coordinator in their absence.  
· Undertake any other relevant duties within the overall scope of the role, as requested by the Manager/Board of Trustees.
PERSON SPECIFICATION 
ESSENTIAL
· GCSE grades 9 to 4 (A* to C) in English and Maths. 
· Good communication skills, both written and oral.
· Proficiency in core MS office applications including Word/Outlook/Excel/PowerPoint.
· Experience in using Social Media Platforms such as Facebook.
· Experience in fundraising to increase community engagement and generate income.
· An understanding of GDPR / data protection.
· A full, clean driving licence and access to a vehicle. 
· Understand and support the long-term strategy of ACS. 
· Able to manage own workload and prioritise tasks.
· Be reliable and have a flexible, willing approach. 
· A positive ‘can do’ attitude. 
DESIRABLE 
· Proficiency in ‘extended’ MS office applications such as Excel/SharePoint.
· Experience of working / volunteering for a charity or with volunteers.
Annual Leave will be 28 days (pro-rata) of paid holiday each year (including statutory bank holidays), an employer sick pay scheme and a contributory pension scheme. The candidate will be subject to satisfactory references and proof of eligibility to work in the UK. 
APPLICATION PROCESS

Please submit your CV and a cover letter detailing your experience to manager@alsagercommunitysupport.org.uk by 5 pm on Friday 29th May 2026. 

Those applicants who are shortlisted will be contacted to attend for interview on Tuesday 9th June 2026.

CONTACT INFORMATION 

For any enquiries, please contact Melisa Dickinson at: manager@alsagercommunitysupport.org.uk  

We look forward to receiving your application and the opportunity to discuss how you may contribute to our team. 
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