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Registered Charity Number: 1171658
Organisation: Whalley Range Community Forum (WRCF)
Location: JNR8 Youth & Community Centre, 
82 Cromwell Avenue, Whalley Range, Manchester M16 0BG

Job Description & Person Specification 

Key Information
· Job Title: Part-Time Office Administrator
· Pay: £14.00 per hour (£8,736 per year | Full-time equivalent £25,480)
· Hours: 12 hours per week (between 09:30 and 16:30; working days to be mutually agreed)
· Contract: Part-Time
· Reporting to: Board of Trustees / Community Development Worker
About Us
Whalley Range Community Forum is a local charity based at the JNR8 Youth & Community Centre. We work at the heart of our community to make sure local people have a say in what happens in Whalley Range. We bring residents, local groups, councillors, police, and local services together at our public meetings.
We also run health, wellbeing, and age-friendly activities, courses, and community events. Alongside this, we offer everyday support to local people, including food bank voucher referral, advice, signposting, and third-party hate crime reporting.
About the Role
We are looking for a reliable, organised, and friendly Part-Time Office Administrator to help look after the day-to-day running of our busy community hub and support our small team.
Key Tasks:
1. Office & Money Administration
· Help run the day-to-day office duties at the centre.
· Handle cash accurately and keep basic financial records up to date.
· Process invoices so they can be checked and authorised.
· Keep clean, well-organised office files and records.
2. Reception & Helping Visitors
· Offer a warm, respectful welcome to everyone visiting the centre.
· Answer phone calls, take clear messages, and log details.
· Give basic community advice, cost-of-living support/signposting
· Gather local news, updates, and event details to share on our social media pages.
3. Meetings & Support
· Work with our Trustees to help organise Trustee meetings and our bi-monthly public residents' meetings.
· Help book rooms, set up spaces, write down clear notes/minutes, and manage sign-in sheets.

4. Record Keeping & Information Safety
· Keep accurate track of attendance for monitoring groups, classes, courses, and events.
· Make sure all personal data and information is stored securely and kept confidential.
5. Supporting Community Projects
· Help collect information and statistics needed for funding reports.
· Assist new community groups with basic setup advice and information on funding.
Person Specification
This list shows the skills, experience, and qualities we are looking for. 
You do not need to tick every single box to apply.
Essential Skills & Experience 
	Skills Needed
	What We Look For
	How Assessed

	Communication & People Skills
	Friendly and sensitive when welcoming visitors to the centre.
	Application & Interview

	
	Able to communicate clearly in everyday spoken and written English.
	Application & Interview

	
	Polite and clear telephone manner when taking calls and messages.
	Application & Interview

	Office & Finance Experience
	Experience working in an office or administrative role.
	Application

	
	Basic money skills, such as handling cash and recording simple payments.
	Application & Interview

	
	Able to handle invoices and keep accurate written records.
	Application & Interview

	Organisation & Data Safety
	Experience booking meetings, setting up rooms, taking notes, and recording attendance.
	Application & Interview

	
	Understands the importance of keeping personal information safe and confidential.
	Application & Interview

	IT & Daily Tasks
	Comfortable using standard computer programs (like Microsoft Word, spreadsheets, and emails).
	Application & Interview

	
	Able to organise your daily workload and pay attention to details during busy times.
	Application & Interview

	
	Happy to work closely with others in a small, supportive team.
	Application & Interview

	Community Work
	Willing to help gather information for funding reports and guide local visitors.
	Application & Interview


We warmly welcome applicants who use assistive technology or who speak English as an additional language.
 Desirable Skills & Experience
	Qualities
	What We Look For
	How Assessed

	Local Knowledge
	Living in or knowing the Whalley Range area 
	Application & Interview

	Flexibility
	Able to occasionally work an evening or weekend for special events (such as community festival activities or evening meetings).
	Application & Interview

	DBS Check
	Having a current DBS check (if you do not have one, we will organise and pay for one).
	Pre-employment Checks





How to Apply
We welcome applications from people of all backgrounds and communities. If you need any extra support or reasonable adjustments during the application process, please let us know.
To apply, please send us your CV along with a brief Supporting Statement (explaining how your skills fit the role) by:
· 📧 Email: communityforumwhalleyrange@gmail.com 
· 📞 Phone: 0161 881 3744
· 📍 Post: Whalley Range Community Forum, JNR8 Youth & Community Centre, 82 Cromwell Avenue, Whalley Range, Manchester, M16 0BG
(Mark posted applications Private & Confidential 
FAO Chris Ricard)

Closing Date: Midnight on Monday, 7th September 2026
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