Transform Drug Policy Foundation
is looking for an Executive Assistant
This is an exciting and rare opportunity to work in drug policy – a fascinating and rapidly

changing policy area – for a Bristol-based organisation which is a leading centre of expertise on
the issue both in the UK and internationally.

Transform Drug Policy Foundation is looking for a highly organised, professional administrator to
work in their Bristol office five morning a week and keep the show on the road! We have a strong
team of committed people - are you the right person to join us?

This is a great time to work in drug policy, as there is a distinct global shift away from policies

based on prohibition and criminalisation, and towards approaches focused on regulation, health
and human rights.

If you’d like to get involved in this vital yet often neglected issue, and feel that you have the
relevant experience, then please apply with your cv to nicky@tdpf.org.uk.
Closing date: 26 January 2018
Interviews will be held during the w/c 5 February 2018 at 9-10 King St, Bristol BS1 4EQ

JOB DESCRIPTION

Executive Assistant
Salary:
£20,500 (pro rata) per annum
Hours:
2.5 days per week (5 mornings)
Duration:
Permanent
Reporting to: Chief Executive
Works with: All staff, board members, volunteers
LOCATION: Bristol
AIM OF POST
To devise and manage effective and efficient administrative systems. To be the initial
point of contact for donors and new media. To provide administrative support to the
organisation including staff and the Board of Trustees. To participate in the planning of
events and other activities where required. To oversee the use of volunteers and interns.
To participate in fundraising.
MAIN DUTIES
The post holder will work closely with other staff and in particular with Transform’s Chief
Executive to ensure the smooth running of the organisation.
Office coordination
1. Be the initial point of contact for the organisation, dealing with general enquiries and
referring incoming telephone calls and mail to the appropriate staff member.
2. Ensure new staff are given appropriate documentation and that any paperwork needed
is filed accurately.
3. Source cost-effective and sustainable suppliers for Transform and liaise with suppliers
on behalf of the organisation (couriers, printers, stationary, IT support, etc.).
4. Take and circulate minutes of meetings and prepare papers where needed.
5. Book relevant travel options and hotel accommodation for staff, volunteers and board
members, taking into account cost, convenience and sustainability.
6. Help monitor the office building and facilities.
7. Maintain supply of refreshments and other consumables.
8. Maximise efficiency of space and equipment.
Finance
1. Ensuring all income received is banked as soon as possible and filed as appropriate.
2. Oversee the recording of all financial transactions in a timely way and liaising with the
bookkeeper and accountant where necessary.
3. Maintain up to date and accessible filing of financial information.
4. Claim Gift Aid annually.
5. Provide financial information to colleagues as and when required.
6. Monitor and ensure the quick payment of expenses for colleagues.
7. Print CAF/Ecwid and any other reports needed for management accounts.

8. To assist with budget preparation.
9. Ensure charity commission and companies house details are up to date.
Personnel
1. Administer the recruitment of staff and volunteers, taking part in interviews when
required.
2. Maintain the organisation’s personnel records, ensuring appropriate levels of
confidentiality.
3.
4. Act as the first point of contact for potential volunteers, advising them of potential
contributions available and reporting to colleagues.
5. Ensure volunteer agreements are being honoured, liaising with volunteers and
colleagues.
6. Seek to find volunteers to meet specific organisational needs.
7. Organise intern programmes.
8. Maintain a record of staff training.
Events and information dissemination
1. Oversee the effective and efficient use of the database and the implementation of data
protection policies.
2. Participate in the planning and carrying out of Transform public events.
3. Be responsible for administering events including booking rooms, organising catering,
ensuring displays and publications are delivered and the circulation of invitations.
4. Assist with the distribution of publications / information packs – ensuring publications are
sent to relevant events, conferences etc.
Fundraising
1. Assist team with maintaining relationship with donors via email, phone, letters, and the
newsletter.
2. Monitor donations to maximise money-generating capacity of website.
3. Research potential grants as appropriate.
4. Assist with the preparation of funding bids.
5. Prepare equipment for external fundraising efforts as required.
General Responsibilities
1. Actively participate as a member of the staff team.
2. Attend and contribute to relevant meetings.
3. Work in accordance with the Data Protection Act.
4. Be responsible for your own and colleagues health and safety and to work in
accordance with Transform’s Health and Safety Policy.
5. Adhere to other relevant policies and carry out duties in accordance with Transform’s
mission
6. Undertake any other reasonable duties as require.

