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Job description
Title:		 		Administrative Assistant
Location:			Euston, Central London 
				Part-time -  three days a week
Accountable to:			Director of Communications
Key relationships:			Deputy Communications Director

 
The organisation
Impetus Trust is the pioneer of venture philanthropy in the UK. This means we work with a small number of carefully selected charities, providing them with a combination of funding and expertise, to help them grow and enable them to help many more people. This is a crucial element in the emerging social investment market, bringing more businesslike practices to the best small and medium sized social ventures.

 
The role
This is an excellent opportunity to contribute to communication and marketing success at an innovative and growing charity. Some training would be available.

You will be mainly responsible for:

· General administrative support
· Providing administrative support at events Impetus runs (eg, tracking rsvps)
· Creating and sending mass emails.invitations
· Updating the website
· Note taking in external meetings
· Entering information into the Impetus database
· Tracking and reporting on monthly statistics (eg, visitors to the website)
· Updating powerpoint presentations with new information
· Entering newsletter content into a content management system


Person specification
To apply for this position the successful candidate is likely to have:

· excellent organisation and prioritisation skills
· excellent knowledge of Microsoft office packages: MS word, Excel, Outlook, powerpoint
· confidence on computer-related work
· ability to operate independently, working autonomously to targets and deadlines
· experience of working effectively under pressure, demonstrating a calm, confident and flexible approach to their work
· enthusiasm, energy and drive
· ability to work as a team player, supporting and enlisting support from others.





Desirable:
Experience running events
Knowledge of content management systems (eg, updating a website)



This job may evolve over time as the needs of the organisation change.

Salary £18,500k pro rata for 3 days a week
Bonus up to 20% depending on performance
3% pension contribution
Death in service benefit
25 days’ holiday pa plus public holidays, pro rata for 3 days a week

Applicants should email their CV along with a short covering letter outlining any relevant experience to Amy Stillman, Communications Director, Impetus Trust on amy@impetus.org.uk. Closing date for applications is 12 March 2012.
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