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Role Profile 
 

ROLE TITLE Admin Worker 

 

REPORTING LINE CEO 

 

ROLE PURPOSE Why the role exists 

To support the delivery of the administration effort of the organisation, that will ensure 
its services, projects and agreements can be effectively delivered and reported on. 

 

ACCOUNTABILITIES Statement of the main areas of responsibility 

1. Provide administrative support directly to the CEO. 

2. Undertake standard administration tasks that ensure the smooth and effective 
running of the daily office activities. 

3. Provide welcome reception to all visitors to the organisation. 

4. Accurately input client records case notes and outcomes into the Case 
Management System (CORS) and similar reporting mechanisms. 

5. Maintain accurate records/data and support the outcomes reporting systems. 

6. Update the case management system accurately and on time. 

7. Maintain high level of confidentiality of the clients in the organisation and their 
engagement. 

8. Undertake post duties (collection and delivery). 

9. Answer telephones and take and deliver messages appropriately and 
professionally. 

10. Support the development of services. 

11. Attend monthly supervision with line management. 

12. Actively promote the work of Survivors Manchester to potential service users and 
the wider community. 

 

KNOWLEDGE/SKILLS/EXPERIENCE The tools needed to do the role 

Essential 

 Excellent knowledge of issues affecting male survivors of 
sexual abuse and rape. 

 Working knowledge of the social care, allied health 
services or voluntary sector. 

 Excellent organisation skills. 

 Experienced use of the Microsoft Office Suite. 
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 Excellent written English. 

 Experience working in a highly confidential environment. 

 Excellent numeracy and literacy skills. 

 A commitment to equality and diversity, and anti-
oppressive practice. 

 Knowledge and experience of safeguarding issues. 

 Commitment to continuing professional development. 

 Team working skills. 

Desirable 

 Previous experience of working within a non-for-
profit/charity. 

 Knowledge and previous experience of working with 
partnering agencies (e.g. Rape Crisis, St. Mary’s, NHS, 
Police). 

 Previous experience of working with outcome reporting 
systems (e.g. CORE IMS, CORS). 

 Previous experience of working with adult male survivors 
of childhood sexual abuse, young men at risk of sexual 
exploitation, and male victims of serious sexual assaults 
and rape. 

 

A Disclosure and Barring Service (DBS) check, formally known as Criminal Records 
Bureau (CRB), may be performed on every individual taking up this role and may 
potentially be repeated as appropriate. 
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