
 
   

 
 

 
JOB DESCRIPTION 

 
 

Title Employment Support Administrator 
Reporting to Employment Support Manager 
Hours 36 hours per week 
Salary £23,587 per annum 
Location Peckham 

 
 
Pecan is a highly respected and dynamic Christian charity. We have been working throughout Southwark 
for 30 years, helping people who face seemingly impassable barriers to find a way through, re-write their 
futures and flourish. Our strong staff and volunteer team work with the most vulnerable people to 
transform lives and communities. Our work is founded on our mission, vision and values, and we are 
committed to showing kindness, raising self-belief and inspiring hope for the future in the individuals we 
serve. 
 
When working for Pecan, you can expect to become a valued member of a diverse and supportive team. In 
addition to a place in our 30-year legacy, you will receive a generous holiday allowance, pension 
contribution and life assurance cover. You can also expect regular team meetings and social opportunities, 
and a variety of other benefits. 
 
 
Purpose of the Post 
Your role will contribute to the Employment Support department.  
You will be the key contact for external enquiries and work closely with the Employment Support team to 
ensure the smooth running of client support and services. Through your role you will assist the 
organisation to transform the lives of the most disadvantaged people in our community. 
 
We want to hear from you if you: 
 Are a people person with strong communication skills 
 Have experience of administration in a busy environment  
 Understand the importance of meeting targets in contracted programmes 
 Are flexible, confident and encouraging 
 Enjoys working in a team and keen to support them on a demanding contract 

 
 
Pecan is an equal opportunities and disability-friendly employer. We guarantee to offer an interview to 
those with a disability who meet the minimum criteria. 
 
This post will require a DBS check to be undertaken. Having a criminal record will not necessarily disqualify 
you from acquiring the post. 
 
 



 
   

 
 

Main responsibilities 
1. Client administration 

1.1. Be the key contact for all client enquiries and refer to the appropriate member of the team 
1.2. Check clients’ eligibility for the programmes and book appointments with the appropriate 

adviser or caseworker 
1.3. Support with clients needing to purchase vouchers or Oyster top-up 
1.4. Administer Foodbank vouchers for the department 
1.5. Coordinate, arrange and facilitate client and staff trainings 

 
2. Team working 

2.1. To work closely with the Employment support team on agreed tasks 
2.2. Take minutes at team meetings and follow up on action points 
2.3. Provide daily (or ad hoc) updates and actions to the team as they are received from contractors, 

stakeholders or managers. 
2.4. Collate information requested by the rest of the team 

 
3. External enquiries 

3.1. Be the key contact for all external enquiries, ensuring they reach the appropriate member of the 
team, and liaise with Pecan programmes, external services providers and partner organisations 

3.2. Contribute to the promotion of the projects in line with marketing guidelines, including via social 
media, project leaflets, and circulating relevant opportunities to clients 

 
4. Team administration 

4.1. Maintain and update paper and online databases and filing systems such as the reception 
referral log, temperature consent forms, registers etc 

4.2. To support with client records such as filling in any missing data including clients’ information, 
training records and job opportunities 

4.3. Input customer feedback to online survey records 
4.4. Hold and administer the team’s petty cash, ensuring all expense forms are completed and 

submitted in a timely fashion 
4.5. Assist with NCS Audits, ensuring all files requested by prospects are extracted, checked and 

submitted by the deadline 
4.6. Support the Employment Support Manager with report writing for all projects 
4.7. Maintain the monitoring and evaluation of projects, and contribute to compliance for Pecan’s 

internal records and for external contractors 
4.8. Ensure all data is recorded and stored in line with the General Data Protection Regulation 

 
5. Wider organisational responsibilities 

5.1. Attend Pecan team meetings as and when required, including meetings where there may a time 
of prayer and reflection 

5.2. Read the core policies and adhere to all policies and procedures 
5.3. Carry out other duties as agreed by your line manager or the Chief Executive Officer 
5.4. Undertake responsibilities associated with being a member of the Pecan team 
5.5. Perform all the duties required by the post in line with Pecan’s ethos and values statement, its 

commitment to a policy of equal opportunity and its aim of serving the community in a caring 
and practical manner 



 
   

 
 

5.6. In agreement with your line manager, pursue a personal programme of learning and 
development to enhance your skills and performance  
 

 
 
 
 

PERSON SPECIFICATION 
 
 
This specification will form the short-listing criteria. 
 
 
Knowledge, Skills and Experience (essential): 
 Excellent written and verbal communication skills  
 Excellent administrative skills with experience of administration in a busy environment  
 Excellent interpersonal skills and high level of self-awareness 
 Skilled in customer service with a clear and friendly telephone manner 
 Highly organised, methodical and a good multitasker 
 Excellent attention to detail 
 Excellent IT skills, with a working knowledge of MS Office application and databases 
 An ability to work under pressure and meet deadlines 
 Experience coordinating and facilitating workshops or trainings 
 Discretion to deal with confidential matters sensitively 

 
 
Knowledge, Skills and Experience (desirable): 
 Experience of working with disadvantaged groups 
 Good presenting, influencing, and negotiation skills  
 Understanding of the charity sector  
 Broad experience of dealing with people from a range of backgrounds and cultures 

 
Personal Qualities: 
 Commitment to the goals, ethos, values, and vision of Pecan, including a belief in the importance of 

all people of different backgrounds working together and respecting and valuing each other's 
contributions 

 Flexibility to adapt to the changing needs of our clients and the organisation 
 Ability to work well in a team and unsupervised 
 A people person with a good sense of humour 
 Encouraging and resilient with a strong positive attitude  
 Confident and self-motivating with a solution-focused mindset 
 Resourceful and imaginative, bringing creativity to the role 
 Willingness to undertake appropriate training 

 
 



 
   

 
 

Pecan is an equal opportunities and disability-friendly employer. We guarantee to offer an interview to 
those with a disability who meet the minimum criteria. 
 
This post will require a DBS check to be undertaken. Having a criminal record will not necessarily disqualify 
you from acquiring the post. 


