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PLEASE DO NOT APPLY THROUGH INDEED AS IT WILL NOT BE ACCEPTED

Title               	         Executive Support and Governance Administrator
Contract 		35 hours per week, 5 days a week; not suitable for job share. 
Pay scale     		£24796 - £28142  (3 – 11) 
Duration       	Permanent 
Hybrid Working	This post is NOT suitable for Hybrid Working
Job Share 		Not suitable
Application deadline: 	28th February 2026    
Interview date:  		6th March 2026 

Benefits
· 32 days’ annual leave (Pro rata) 
· Plus a minimum 12 days bank holidays (Pro rata ) 
· Christmas shut down (use of annual leave) 
· Flexible working arrangements, including TOIL (Time Off in Lieu)  to support your work life balance 
· Family friendly policies often above the legislative requirements. - 26 weeks full Maternity pay 
· 13 weeks full sick pay and dependent leave which then drops to 50% for a further 13 weeks  (after 26 weeks service) 
· Excellent Pension Scheme with Employer Contribution at 8% 
· Wellbeing scheme 
· Casual smart dress code 
· Learning and development programme 
· Charity discounts 
· Core hours from 9.30am to 4.30, Time worked back for breaks. 

The role 
The Law Centre is seeking an experienced administrator who is accomplished in working at a senior level. This vital role will ensure the smooth delivery of our services. Our Administrators provide essential administrative and typing support to the Law Centre, helping maintain efficiency, accuracy, and professionalism across all operations.



A full job description, person specification and application form are available on our website - www.derbyshirelawcentre.org.uk under Support Us.  

Note: WE DO NOT ACCEPT CVs. 

Location of post
The role will be based at the main offices in Chesterfield or at any other Law Centre premises within the catchment area. The role is not available for hybrid working. 
Main Duties 

General Administration and Governance 

Senior Leadership Team
To provide administrative and secretarial support to SLT  
1. Provide high-quality administrative and operational support to the Senior Leadership Team (SLT), ensuring the smooth and efficient delivery of strategic and day-to-day functions.
2. Responsible for end-to-end meeting logistics, for SLT.  Securing appropriate venues, booking meeting rooms, ensuring necessary equipment and catering are in place, and compiling and sharing agendas, presentations, and supporting materials with attendees in advance. (Diary management) 
3. Secretarial support for the SLT , drafting agendas and meeting minutes. Once agreed ensuring they are filed and distributed as per the law centres procedures. 
4. Governance - Ensure meetings are quorate and records of attendance are created.
5. Communication – support with internal and external communication 
[bookmark: _GoBack]6. Organising Training and Networking events 

Board of Trustees
To provide admin/ secretarial and operative support to the BOT 
1. Meetings - Responsible for end-to-end meeting logistics, for the board.  Securing appropriate venues, booking meeting rooms, ensuring necessary equipment and catering is in place, and compiling and sharing agendas, presentations, and supporting materials with attendees in advance.  Monitoring attendance to ensure meetings are quorate.  This includes AGM, General meetings, BOT, Finance Sub Committee, People and Culture Sub Committee, Officers' meetings and networking events 
2. Management of the BOT SharePoint site 
3. Minute taking – attendance at evening meetings 
4. Membership 
5. Support with Trustee inductions 

To also cover our reception and support with legal typing. 

About you 
· Proven experience of working with senior leader and board members
· Excellent organisation, communication and time management skills 
· Microsoft 365 / Microsoft office – forms, calendars, Teams (office skills)     


Who we are

Derbyshire Law Centre are a leading Law Centre providing specialist legal advice to communities across Derbyshire. We are adaptive, innovative, and energetic, with a collective management structure and multiple funding streams.  
Derbyshire Law Centre is a registered not-for-profit legal charity whose mission is to increase access to justice for disadvantaged individuals and communities by providing quality assured, accessible, free, and local cost legal advice, 1-2-1 support, information and representation to individuals and groups across Derbyshire. The Law Centre was formed in 1989 and has enjoyed support from the public and voluntary sectors and communities across the county.

Apply method: Send full application form to Hayley.Lawes@derbyshirelawcentre.org.uk 


· We’re committed to ensuring our recruitment process is inclusive, fair, and accessible to everyone.
· Reasonable adjustments: We are pleased to offer reasonable adjustments throughout the recruitment process for individuals with disabilities, neurodiverse conditions, or long-term health needs.
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