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                                                     JOB DESCRIPTION
Job title:		Executive Support and Governance Administrator 
Team:		Admin
Reports to: 		Sharon Challands   
Key relationships:		Senior Leadership Team and Board of Trustees,  legal teams, admin, front of house and external professionals, Clients
Contract Type: 	Permanent 
Review:	yearly review in line with appraisals or other changes 

Job Summary 
The administration team plays a vital role in ensuring 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.
Who we are 
Derbyshire Law Centre is a forward thinking, welcoming and positive not-for-profit legal charity.  It is held as a Flag Ship Law Centre by the Law Centres Network. Specialising in Social Welfare law, (Debt, Discrimination, Employment, Housing and Immigration), it delivers its services throughout Derbyshire. The Law Centre is passionate about using the law to achieve positive outcomes for clients, regardless of their personal or financial situations. 
 Location of the role: 
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. 






Key responsibilities and Values 
In conjunction with the Law Centre’s other employees, you will, 
· Align with the law centres values and a commitment to impact our strategic aims of the service.  
· Uphold the DLC professional image and reputation 
· Develop and maintain good client relations through support, confidence, trust and going that extra mile 
· Be flexible. Whilst remote and flexible working is at DLC core, we require our staff to meet client and service needs.  
· Behave in a professional manner and adhere to the SRA guidelines.  
· Maintain knowledge for your area of law/profession and understand the professional support you require for your CPD. 
· Always maintain confidentiality. 
· Maintain effective working relationships and contribute to a working environment which is safe, considerate and supportive of all. 
· Work in line with our Lexcel quality mark. 
· To demonstrate commitment to DLC’s Equality, Diversity and Inclusion Policy. 
· Staff undertaking work which requires professional registration are responsible for ensuring that they are registered with the appropriate professional body and that they comply with any Codes of Conduct applicable to that profession. Proof of registration must be produced on appointment and at any time subsequently on request
· Ensure the Law Centre is complying with General Data Protection Regulations
· You have a statutory duty to observe all health and safety rules, attend appropriate training courses and take all reasonable care to promote the health and safety at work of yourself and your fellow employees.
· To follow our safeguarding policy at all times when working with vulnerable clients.
· In line with the other team members, we ask you to be flexible and prepared to take on other roles as needed. 
· To supervise, train and support volunteers as appropriate 
· To provide talks and training to external groups as appropriate. 
· Attending meetings, training, conferences and events in relation to your professionalism and the charity.   
· To use DLC systems and ensure they are UpToDate for auditing purposes. Keep detailed information for reporting purposes. Undertake own administration including word processing and maintaining records.
· To participate in an induction programme and such further training and support as required and appropriate.
· The post requires you to undertake any other duties as agreed between the post holder and the BOT, in consultation with the relevant trade union where necessary.  

Role Autonomy or Decisions Made: 
The postholder needs to be self-motivated, able to work on own initiative as well as part of a team, and able to manage work priorities.  
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 
       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 

General Admin and support for HR and strategic 
6. To liaise with client and external agencies as required
7. Other misc. clerical/admin duties as required
8. The role will act as a key point of coordination across departments, supporting planning, reporting, communication, and project delivery.
9. Order general office supplies and stationery and always ensuring adequate supplies 
10. Annual report
11. Support with Staff inductions.
12. Appraisals
13. Business planning 
14. Learning and Development
15. Publicity 
16. Special events

Reception 
To be the first port of call to cover reception during absences. 
17. To provide reception cover and ensure you are UpToDate with reception procedures and duties

Typing 

To provide typing and administrative support to the Law Centre, making priority SLT, HR and Strategic officers ensuring accurate record-keeping

18. To provide typing and administrative support to the Law Centre, provide administrative support to solicitors/case workers, including typing legal correspondence and documentation, managing case files, and ensuring accurate record-keeping.
19. Support and maintain the Law Centre's database management systems (Adpro/ SharePoint/ client files/ monitoring spreadsheets – any systems used by the Law Centre) 
20. Responsible for entering, updating, and accessing data using tools such as spreadsheets, databases, and CRM systems. Ensure data integrity and timely retrieval for reporting and operational needs.
21. Maintain and update the filing systems (manual and efiling) including archiving  preparation


PERSON SPECIFICATION
	Role 
	



 
	Requirements 
	How demonstrated 

	Qualifications / Education / Training  

	ESSENTIAL 
	DESIRABLE 
	

	Good general education (GCSE level A to C).
	Level 3 in Administration 
Microsoft office Applications/skilla  
Speed Typing 
Level 2 in IT 
	APPLICATION AND INTERVIEW 

	EXPERIENCE REQUIRED 

	Typing at a quick and accurate level
Record keeping and file management
Coordinating calendars and events 
Preparing agendas and distribution of minutes 
Excellent Microsoft 365 / Microsoft office – forms, calendars, Teams (office skills)
Operational use of Adobe 
Reception experience 
Organised and reliable, with a proven ability to manage multiple priorities while maintaining precision and delivering accurate outcomes.
Excellent organisational and administrative skills
Organising meetings and events internal and external
Working with Senior Management 
Gatekeeping – knowing what's important and urgent
	Working with Charity Board of Trustees
Experience of administering governance processes
Working on Legal systems such as AdvicePro
Knowledge of casework procedures	and management

	

	Skills and competencies 

	Microsoft 365 / Microsoft office – forms, calendars, Teams (office skills)    

Clear, confident, and respectful communication (verbal and written)

Professional communication with stake holders 

Can adapt to shifting priorities

Ability to work under pressure and to deadlines
Ability to respect and maintain confidentiality
Excellent time management 
	Audio typing skills

Legal Typing Skills 


	

	Values and Behaviours  

	Willingness to work in a team 

Motivation to join and share our ethos, aims and values  

Contribute new ideas which align with the organisation’s strategic objectives - Positive, solution‑focused attitude

Flexibility and reliability

Commitment to equality, diversity, and inclusion

Honest.

Maintain confidentiality.

Self-motivated.

Ability to work under own supervision and manage work priorities.

Attention to detail.

Integrity 
	
	
















This Job description does not include all duties and responsibilities. You may be required to perform other related duties as assigned and help cover additional tasks. This Job Description does not form part of the Contract of Employment
 
 

	Date Created 
	

	sign off
	                   


	Date 
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Our Core Values

COLLABORATE

Respect

To treat everyone with integrity and respect. To value and respect each other's expertise
and diversity. To take responsibility for what we do and support each other to succeed.
Create

To respond to changing needs. To be innovative and resourceful.

Collaborate

To collaborate internally and externally. To listen and share. To work as a team using all
our expertise and skills together to get the best outcome.

Care

To promote personal wellbeing and to adopt safe and healthy working practice.
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