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putting women first




Eaves’ mission is to expose and address violence against women and girls in the UK. 
Eaves has specialisms in the areas of trafficking, prostitution exiting, and sexual violence. Eaves also offers housing and employment services. Within each area of work Eaves provides frontline support and advocacy as well as undertaking lobbying and campaigning. 

At Eaves, we are determined to give a voice to the most excluded women in society and provide direct, innovative services to support and empower women to help themselves. 

We currently have the following opportunities available:
Central Services Administrator – 35 hour week

London – perm contract

SP 20-25 £21,750 to £24,819. 
You will be responsible for:
· Providing a welcoming, efficient and courteous reception service to the organisation between the hours of 9.20 to 5.30.  

· Supporting the Human Resources and Administration Manager in ensuring the provision of a safe and functioning office environment 

· Supporting the Human Resources & Administration Manager in the provision of a high quality Human Resource administrative service 

· Supporting the Finance Manager and IT Manager in the provision of a high quality central service administrative service

· Undertaking general administrative tasks to support the smooth running of the Organisation (with prior agreement of the HR Manager)

You must have:

· Experience of  undertaking general administrative duties including

      answering telephone callers and dealing with a range of administrative 
      tasks in a reception environment

· Experience of dealing effectively with the general public and   
      answering a range of questions including those from vulnerable and   

      confused people
· Experience of being responsible for assisting in office facilities

      Management
· Understanding of and commitment to equality and diversity
·  Ability to self-service and produce documents to a high standard using

      a word processing package; ability to produce accurate typing.

· Ability to work 9.20 - 5.30
· (see JD for full requirements)
Closing date: THURSDAY 30TH JULY 15 – 5PM
Interview date: TBC
You can find out more about Eaves and its projects, and also apply on line or download the recruitment pack by visiting our website www.eavesforwomen.org.uk. You can also obtain a recruitment pack by emailing recruitment@eavesforwomen.org.uk or calling 0207 840 7124 (please state clearly the post you are applying for).

Successful applicants will be required to have a satisfactory disclosure through the Disclosure and Barring Service.
Eaves offers a generous 30 days’ annual leave (pro rata) and a 5% non contributory pension scheme.  You can expect support through regular supervision and a training and development plan.

