Social Enterprise Administrator — part time Based in Buckfastleigh.

Camphill Devon is developing a Social Enterprise that includes a café and workshops
for people with learning disabilities to gain skills, values and knowledge to lead onto
paid employment or voluntary work. We will also be offering days service opportunities.

We need an administrator who will support the management team to develop this
exciting new venture.

You will need to have good IT skills, including social media and website knowledge.
Experience with funding and grant applications an advantage and to be flexible with any
general administration duties requested.

Interested in joining our team? Then please contact Sandy on 07595046668
The position is 20hrs per week. 09:30-14:30 4 days week

Rate of pay £28,000 per annum pro rata

Responsibilities:

e Admin support for Social Enterprise

e Social media and website monitoring and updates

e Funding and grant sourcing and applications

e Office administration tasks as requested by the manager

We can offer you:
e Agreatteam to work with
e Excellentinduction and training programme
e Generous annual leave 28 days per year plus bank holidays
e Sick pay allowance up two weeks per year
e Access to our Employee Assistance Programme, BHSF RISE is to help if you need
support on emotional, financial or legal matters,

Closing Date Thursday 7" May 2025 — Start Date Monday 25" if available or to be
negotiated.



