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Office and Financial Administrative Assistant
WRDA’s mission as a regional organisation is to advance women’s equality and participation in society by working to transform political, economic, social and cultural conditions.

We are looking for an enthusiastic and experienced person to provide comprehensive office management support to ensure an effective working environment within WRDA.  Flexibility is required in relation to tasks to be undertaken and you should have a conscientious approach to work and a keen attention to detail. This is an office-based role.

The salary is NJC Scale 5 pt 12 £24,054 (pro rata = £19,243)+ 6% pension contribution.
 
(The salary is based on 2022/23 NJC Scales.)
This is a 6-month part-time contract expected to be extended subject to funding.
Application packs can be downloaded from our website www.wrda.net.
Completed application form should be emailed no later than 1.00pm on 3 February 2023 to geraldine.burns@wrda.net.

Interviews are likely to be held week beginning 13 February 2023
WRDA offer a comprehensive induction, competitive rates of pay
and flexible working options.
