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Position available

﻿Pathways is wholly committed to inclusion and diversity and to building 
a culture and environment where everyone is appreciated for the unique person they are. We warmly welcome applications from a diverse range 
of backgrounds and experiences.

Job title: Administration support
Salary £15.65 per hour, 10 hours per week, Monday to Friday (9.30 till 11.30) equivalent £678 per month.

Main duties/responsibilities:
• To work collaboratively and proactively alongside the Director, Core team, staff and volunteers. 
• Manage general office administration
• Assist with the preparation of meeting papers, agendas and minutes when required	
• Maintain up-to-date farm worker, volunteer and staff records
• Maintain up-to-date records of grant applications, their progress and key dates for monitoring
• Capture data and run reports when required	
• Draft and schedule posts for social media platforms
• Monitor social media engagement and flag comments/messages requiring a response
• Answer phone and respond to general enquiries	
• Assist with organising events or meetings
• Support outreach activities with administrative tasks

For more information please contact:
Mandy Lyons, Operations Manager
Pathways, Leonard Drive, Lowestoft NR32 4WB

Or call 01502 219064
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