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Job Description              

 

POST TITLE Senior Admin Officer  

ACCOUNTABLE TO Operations Director  

HOURS 
Full-time 37.5 hours per week  
Monday – Friday  
Occasional weekend & evening work 

LOCATION London office based 

ANNUAL LEAVE 28 days (including bank holidays)  

PROBATION 3 months 

SALARY £27k - £30k (depending on experience) 

Position overview and accountability  
 

 This role will assist in managing the CAGE office, its administration and ensure that CAGE’s 
organisational outputs are effectively delivered. The role will also provide personal assistance 
to the directors. The role reports to the Operations Director. 

The Candidate 
 

The successful candidate will possess: 

 Degree level qualification or equivalent as a minimum 

 Exceptional interpersonal skills 

 Work effectively as part of a team 

 Excellent organisational and time-management skills 

 Dynamism and ability to motivate people 

 Ability to work hard with minimal support 

 Experience of working with Islamic organisations in the UK 

 Share CAGE’s vison, values and ethos. 

 

Main Responsibilities   
 

1. To help maintain HR policies, including staff handbook and ensure line managers are 

conducting timely review and supervision of their staff. 

2. Provide diary and administrative support for the Managing, Operations and Outreach 

directors. 

3. To maintain and oversee all requests for CAGE speakers 

4. To assist in overseeing human resources processes in general, including recruitment, 

induction and management of interns and volunteers. 

5. To be the initial contact for all enquiries regarding CAGE, maintaining CAGE’s contact email as 

well as mail and other correspondence. 

6. To organise and administer monthly staff meetings and ensure action points are followed up 

prior to the next meeting. 
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7. To support the Operations Director in the implementation of the various CAGE Campaigns as 

outlined in each campaign plan. 

8. To administer and follow up on fundraising pledges during Ramadan and beyond and also 

follow up any online failed payments. 

9. To ensure the CAGE office is fully functional, including all contracts related to the 

maintenance and stationary supplies. Also to ensure the office is effectively used. 

10. To develop, maintain and review administration systems to achieve maximum efficiency. 
 

 
 

Additional information 
 

 Undertake other tasks on the direction of the of your line manager if/when required. 

 Be flexible around working in the evenings and weekends as required. 

 Assist the organisation with any other work that is required to complete its functions. 

 Adhere to and ensure the implementation CAGE organisational policies and procedures 
within their role. 

 Seek to improve your own performance and be committed to continuous professional 
development. 

 To act as an ambassador for CAGE, upholding and promoting our organisational values and 
ethos. 

 Responsible for producing timely and accurate reports every month for your line manager. 

 

KPIs 
The success of this role will be measured by the following KPIs: 

 Is an effective and contributing team member 

 HR policies, processes in place and maintained. 

 Efficient and functional CAGE office. 

 All correspondence up to date and cleared. 

 Regular Operational meetings taking place and actions are followed up. 

 Various outputs for the Campaigns in CAGE are being delivered in timely manner. 

 Diary and administrative support for directors is to a satisfactory level. 
 


