
KCA Administrator Job Description and Person Specification 

 

Job description: 

Contract Permanent 

Hours Full-time post of 32 hours a week over 4 days (KCA is committed 
to a 4-day working week for all of its employees) 

Salary £20K per annum with potential for profit share as the 
organisation becomes an Employee Ownership Trust 

Annual leave 5 weeks (20 days) 

Office base Dursley, Gloucestershire 

 

 

Area Duties 

Reception and 
Customer Service 

Performing an office reception role as required, i.e. greeting 
visitors, answering the telephone, responding to e-mail inbox 
enquiries 

Working with other staff who fulfil reception duties to ensure 
continuous cover 

Contributing to handling user/customer support issues 

Administration Maintain and manage the company’s data bases and mailing lists 
ensuring compliance with GDPR 

You should observe the following record keeping processes: 

• Record all customer, supplier and user contact in KCA's 
online system known as 'Connected' 

• Keep all partnership, contract and event information 
recorded in appropriate section of 'Connected' 

• Ensure that your records regarding leave, absence and 
sickness are complete and up to date 

IT Lead on the purchasing of hardware and software for colleagues   

Support the KCA team with general IT enquiries, including setting 
up laptops and devices. 

Provide user support to participants using KCA Connected. 

Manage video recordings using Zoom and Vimeo 

Support with maintaining website content. 

Support with maintaining social media content and responding to 
comments. 



Events Assisting with gathering required information about each event, 
including venue details, timings, equipment, customer contact, 
participant details, course content, financial details. 

Providing facilitation and hosting support to Trainer Consultants 
during virtual training sessions using Zoom.   

Timely preparation of training packs and any other printed 
resources for face to face events. 

Supporting and assisting Associates by ensuring they have all they 
need to run events. 

Post-event administration. 

Other Providing additional administrative support to colleagues as 
required 

 

Person specification: 

Evidence of customer service experience.  Essential 

Ability to form and maintain strong relationships with all stakeholders 
and colleagues 

Essential 

Evidence of good record keeping using online systems   Essential 

Experience of supporting others with IT, including purchasing and setting 
up devices 

Essential 

Experience of using online communication platforms, including Zoom, 
Vimeo and social media channels 

Essential 

Evidence of organising events and demonstrating strong administrative 
skills.   

Essential 

Ability to be flexible and responsive to the changing needs of 
communities and customers 

Essential 

Experience of engaging with people at all levels across a range of 
relevant sectors 

Essential 

Strong communication skills, spoken and written Essential 

A commitment to creating a working environment that values 
relationships, wellbeing and staff resilience as key 

Essential 

Competence in using basic office software: text documents, 
spreadsheets, presentations, internet browser and email 

Essential 

Understanding of General Data Protections Regulations (GDPR) Desirable 

Experience of providing support to customers using online data 
management systems 

Desirable 

Motivated by a desire to improve outcomes for vulnerable children, 
young people and families 

Desirable 

 



  

 


