
 

Administration & Project Support Manager (30 hours) 

Responsible to: Managing Director 

About WSA 
WSA Community Consultants is a well-established small company working in the 
field of community development. Our work is diverse: in any one day we might be 
facilitating a remote training workshop celebrating the voices of lived experience 
either globally or across England/Uk, evaluating the impact of a campaign for social 
change by a national charity, and supporting a hyper-local community as they make 
decisions to improve their area. Everything we do is driven by a passion for 
community engagement, meaningful participation and social inclusion.  
 
About the team 
WSA comprises a core team of five staff, who work alongside a team of external 
associates. While individual team members have defined responsibilities, the nature 
of working in such a small team requires everyone to flex and adapt as required. 
Core staff generally spend two-days a week in our shared north London office, 
working remotely for the remainder of the week.  
 
Role purpose 
The Administration & Project Support Manager manages both strategic and day-to-
day administration, systems, IT and communications needs. They provide project 
and event support, manage direct reports and multiple external contractors, all while 
stepping up to take on other tasks as the business requires. 
 

This post reports to: Company Director 

Reporting to this post: currently one post with a potential to increase dependent on 

business needs 

Key areas of responsibility 

• Team and business administration 

• Project support 

• Finance 

• Human resources 

• Communications 

• Management 
 

Duties and tasks 

Team and business administration 

• Develop, implement and manage appropriate and effective administrative systems to 
support the business. This includes IT, data management and financial management 
systems, a customer relationship management database and MS Sharepoint. 

• Manage and support any contracts with external providers around the systems 
support of the business. 

• Regularly review and update company policies and procedures to reflect and support 
the needs of the business. 



 

• Ensure the organisation and minuting of staff and team 
meetings. 

• Provide assistance to the Company Director including any diary 
organising or pa support as required. 
 
Project support 

• Provide adequate and timely support to every client project, either directly or through 
your team. This includes liaising with clients, staff and associates, administration and 
coordination, and file and meeting management. 

• Manage the promotion, registration and administration requirements of all training 
programmes and events, either directly or through your team. 

• Minute workshops and produce event or project reports as required. 

• Provide technical support for online meetings and workshops, either directly or 
through your team. 

• Proactively audit and organise stationery and training equipment either directly or 
through your team. 
 
Finance 

• Manage invoicing using xero and invoice payments keeping accurate and complete 
financial records. 

• Monitor and check invoice and contract payments, taking action as required. 

• Liaise with company accountant and bookkeeper as required. 

• Report on finance at management meetings and ensure up to date records. 
 
Human resources 

• Maintain personnel records, managing and documenting annual leave, TOIL and 
sick leave in consultation with the Company Director. 

• Oversee payroll process, including liaison with payroll, checking and sending out 
salary slips. 

• Manage onboarding of new staff, associates and sub-contractors. 

• Draft and manage staff, associate and sub-contractor contracts.  

• Keep clear records of associate and other support contracts including monitoring 
payment based on services received. 
 
Communications 

• Manage website and social media updates, working with the staff team and agreed 
contractors. 

• Manage production of monthly bulletins and annual report, working with the staff 
team and external designers. 

• Manage branding development  
 
Management 

• Recruit and line-manage direct reports, ensuring they are supporting agreed 
priorities based on the needs of the business. 

• Identify staff development and training needs, liaising with the Company Director  

• Be an active member of the management team, contributing to the strategic 
development of the organisation. 
 
 



 

Personal Specification: Administration & Project Support 
Manager (30 hours) 
 

Professional skills  

Proven experience in delivering effective administration and 

support in a professional environment at both strategic and 

operational levels 

Essential 

Confident in using Microsoft IT systems (ideally including 

SharePoint) to meet the needs of the business 

Essential 

Ability to manage staff and / or suppliers / contractors Essential 

Excellent interpersonal skills and accurate written and verbal 

communication 

Essential 

Ability to support training on zoom or MS Teams using breakout 

groups and sharing tools  

Desirable 

Experience in finance administration Desirable 

Experience in HR administration Desirable 

Personal attributes  

Excellent organisational skills and able to systematically organise a 

busy workload with full attention to detail 

Essential 

Reliable and enthusiastic self-starter  Essential 

Committed to equality and social inclusion  Essential 

Contributes to the open team ethos and feeds in ideas and 

strategies to help us better meet our vision 

Essential 

Enthusiasm for working with the diverse community groups  Essential 

Team player able to adapt as needed  Desirable 

Can react to the demands of new contracts and changing 

workloads 

Desirable 

Willingness to work evenings and weekends if required (time off in 

lieu given) 

Desirable 

 


