
 

 

 

Role summary 

Job title: Administration Officer  

Location of job: Severn Rivers Trust Head Office, Martley, Worcester   

Post holder reports to: Head of Finance 

Overall purpose of the job: 

This is an exciting opportunity to join a growing organisation, with increasingly diverse and engaging 
administrative requirements. Your work will play a crucial role in the day-to-day smooth running of our 
organisation, and in doing so, you will play your own part in conserving Britain’s longest river.   

Principally, you will be responsible for all areas of office and staff administration which, most notably, will 
include; overseeing our IT systems, supporting with HR administration and leading on all areas of office 
management.  

Alongside this, you will support the Senior Management Team with secretariat duties in respect to 
organising meeting, taking and distributing minutes and making arrangement for organisational events.  

Finally, you will provide vital support to the development of our organisations H&S policies and 
procedures, taking a leading role on record keeping, H&S communication, and overseeing staff 
competencies and training requirements.  

Salary: £23,500 - £30,000 per annum (9% employer pension contribution) 

Contract type:  Permanent, FTE 

Working arrangements:  

Full-time role (37.5 hours per week) with a flexible working approach  

28 days Annual Leave plus bank holidays. This will increase to 30 days, plus bank holidays, after 

successful completion of two years’ service.  
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Organisation Overview 

About Severn Rivers Trust 

The River Severn is longest river in the United Kingdom, stretching 220 miles from its source in the 

Cambrian Mountains in Powys Wales, through the counties of Shropshire, Worcestershire and into 

Gloucestershire to the iconic estuary. The culture and economies of the historic settlements across the 

catchment have been intertwined with the river through commercial navigation, fishing, water supply and 

trade. Today, the Severn’s rivers continue to play an essential role in supporting wildlife, wellbeing and 

economies of the region. 

We are living through a time of great change. We are in the middle of a biodiversity crisis, and a climate 

emergency. We are witnessing disastrous loss of habitat, collapse of ecosystems, erosion of precious soils, 

increased flooding and devastating drought. At Severn Rivers Trust we are fighting for a future where our 

children and grandchildren can enjoy healthy vibrant rivers teeming with diverse and wonderful life – 

from Atlantic salmon to white clawed crayfish, and from freshwater pearl mussels to European eel. 

The Severn Rivers Trust’s vision for the Severn is: 

A healthy, resilient river Severn for everyone. 

The Severn Rivers Trust is the only organisation that works across the entire River Severn Basin area in 

both England and Wales, some 11,500 square miles! We are a proactive and adaptable team of 

dedicated staff. Our motto is “We get our feet wet” – meaning we make things happen on the ground 

and constantly strive to make a real and positive difference for the river and its communities. 

The Severn Rivers Trust has secured funding form the Sustainable Management Scheme (SMS), 

administered by Welsh Government to deliver these projects, and considerable progress has already 

been made to date. 

  



 

3 

Role Purpose 

Staff and office administration 

• Responsible for receiving and forwarding telephone, postal and email communications 

• Responsible for managing office supplies, and ensuring a clean and tidy office working 
environment is maintained by all 

• Responsible for managing office utility contracts 

• Creating and updating office policies and procedures to enhance efficiency 

• Preparing purchase orders within the finance system 

• Oversee the management of SRT’s fleet, ensuring internal vehicle leads understand their 
responsibilities and that vehicle TAX and maintenance obligations are fulfilled and records filed  

• Support with staff inductions, including setting up new starters on our IT systems, ordering 

equipment and sending/receiving necessary employment paperwork 

• Responsible for systems management including; Office 365, BreathHR and SafeShores lone 
working platform  

• Responsible for undertaking routine stock and equipment inventories  

 

Secretariat duties 
• Scheduling Board and Audit Committee meetings 

• Taking and distributing minutes 

• Organising venue hire and refreshments for events 

• Organising travel arrangements and accommodation for the Senior Management Team 

Health & safety administration 

• Responsible for overseeing H&S record keeping, ensuring near miss and accident reports are 

submitted and filed 

• Responsible for overseeing H&S training matrix, ensure mandatory staff training requirements are 

adhered to 

• Supporting the Senior Management Team with H&S communication  

 

Other Duties 

• You shall lead by example in prioritising health and safety and wellbeing by taking responsibility 
for yourself, participants, volunteers and colleagues.  
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Person specification 

Skills and Experience  Essential Desirable 

Excellent verbal and written communication skills ✓  

Excellent organisational skills  ✓  

Excellent time management skills and the ability to prioritise effectively to 
meet the priority requirements of the organisation 

✓  

Attention to detail and thoroughness ✓  

Proficient in the use of Microsoft Office packages ✓  

Experience undertaking secretariat duties, including taking and distributing 
minutes  

✓  

Experience undertaking administrative tasks within an organisation ✓  

Experience of health and safety systems ✓  

Proficient in the set and use of IT equipment (laptops and mobile phones) ✓  

Ability to work well on your own initiative with high levels of self-motivation 
and enthusiasm 

✓  

Ability to work collaboratively as part of a team  ✓  

Experience using Xero or other finance platforms  ✓ 

Experience of other IT systems including; BreatheHR and Safeshores  ✓ 

A full UK driving license, with access to a personal vehicle insured for 
business purposes 

 ✓ 

 
General Notes  

This post will be based from our Head Office, in Martley, Worcester. We offer a flexible approach to 
working and, where appropriate, can accommodate hybrid working arrangements.   

There will be a requirement for occasional travel throughout our operational area, for meetings and 
events. Therefore, a full UK driving license and daily access to a vehicle covered by business insurance is 
essential for this role. To reduce travel time and carbon footprint we prefer candidates to live within the 
catchment. Mileage costs will be reimbursed. 

This position may occasionally be required to work during evenings, weekends, and public holidays to 
meet the requirements of the organisation. The Trust operates a time-off in lieu system. 
 

Application process  
For further information or to discuss this post please contact Liane Lafferty our Head of Finance on 

liane.lafferty@severnriverstrust.com or 01886 888 394.  
 
Deadline for applications: midnight Tuesday 30th August  
 

mailto:liane.lafferty@severnriverstrust.com
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Interviews for this post will take place the week commencing Monday 12th September 
 
To apply for this role please forward a CV and Cover Letter to admin@severnriverstrust.com   
 
Due to the high levels of applications usually received by the Trust for job vacancies we will only contact 
candidates who are invited to interview for the position.   
Thank you for your interest in applying for a role with the Severn Rivers Trust.  

mailto:admin@severnriverstrust.com

