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Age UK Sheffield provides high quality services, tailored to the needs and wishes of individual older people. This is a new role to support our expanding charity and is an exciting opportunity to work for one of the leading charities working with and for older people.

Senior Administrator – Office based (Eyre Street) 
£23,765 per annum + pension 36.25 hours per week 
30 days annual leave + bank holidays




Ref: SA722 
Age UK Sheffield is looking for an enthusiastic and experienced senior administrator to ensure high quality administration support across our innovative Charity. 
The successful candidate will enjoy having a varied role and be motivated by our values to improve the lives of older people in Sheffield. We are looking for someone who is flexible and responsive to the changing needs of the charity with a desire to continuously improve our core support services. You will be comfortable and creative in implementing effective systems.  You will have excellent time management and multi-tasking ability and be confident delegating and coordinating work to deadlines. 
You will have a high level of computer literacy including demonstrable experience in the use of Office packages, HR and finance systems and related policies and procedures. 
The role will require a highly organised people person with excellent communication skills driven by high standards with the ability to inspire others.  You will have a sound understanding of confidentiality and GDPR and experience of working with sensitive information. 
If you have the drive, enthusiasm and a creative “can do” approach and enjoy a challenge, this position might be for you

The post is full time (Monday to Friday). 
Closing date for applications:
Friday 12th August
Interviews:
Thursday 18th August 
All posts are subject to a Disclosure and Barring Service check.  CVs are not accepted.
For an application pack please go to the ‘Recruiting’ page on www.ageuk.org.uk/sheffield 
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