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People Team Administrator 
 
Hours of work: 20 hours per week  
Type of contract: Permanent  
Based at:  The Lodge, Littlemore, Oxford / home working 
Salary Band: A 

 
BACKGROUND 
 
The Berkshire, Buckinghamshire and Oxfordshire Wildlife Trust (also known as BBOWT) was formed in 
1959 and has a vision of an environment rich in wildlife for everyone, valued by all. We aim to lead the 
way to nature’s recovery through innovative land management, and connect people with nature to improve 
their wellbeing. We work in partnership and through collaborative projects with local communities, 
businesses, land owners and local authorities. In the three counties BBOWT owns or manages over 80 
nature reserves covering 2,500 hectares. We have more than 50,000 members, over 100 professional 
employees, and have active support from more than 1,350 volunteers. Each year around 12,000 
schoolchildren visit our education centres. BBOWT has an annual turnover of over £6 million and receives 
income from membership subscriptions, grants and donations.  BBOWT is one of 46 Wildlife Trusts 
working across the UK, each is a corporate member of the Royal Society of Wildlife Trusts. 
 
Our mission – To create a Living Landscape across our towns, cities and countryside and inspire our 
communities to act for nature. 
 
Our aim – To lead the way for nature’s recovery and connect people with nature, so that: 
 

• Our soil and water resources are managed to create functioning ecosystems and wildlife-
rich places. 

• Local communities, decision-makers, landowners and business work with and for nature. 
• People recognise their dependence upon nature and its value to their mental and physical 

wellbeing. 
 
JOB PURPOSE    
 

• To support the People team by delivering efficient and customer focused general and database 
administration. 

 
REPORTING LINE 
 
Reports directly to the People Business Partner 
 
EMPLOYEE MANAGEMENT  
 
This post has no line reports 
 
BUDGETARY RESPONSIBILITIES 
 
This post has no budgetary responsibilities 
 



  

 

KEY RESPONSIBILITIES 

 

• Responsibility for database administration associated with the full employee lifecycle on the 
People team’s HR Information System (HRIS)  

• Administration and monitoring of the recruitment module of the HRIS, scheduling interviews & 
communicating with candidates 

• General administration for the People team, to include that related to People team meetings 

• People team administration (general) including recruitment, payroll filing, training and GDPR 
compliance 

• Co-ordination of People Connect bulletin, including uploading of relevant files to the system 

• Trust-wide point of contact for queries regarding use of BBOWT’s intranet site, Earwig 

• Assist with accurate volunteer and volunteer-related data maintenance in the Customer 
Relations Management (CRM) database, ThankQ (e.g. volunteer files and training providers) 

• Assisting in maintenance of accurate volunteering opportunities and the advertising of these  

• Generating and providing regular reports from databases and other data sources as required 

• Assist and provide support to team members as required 

• Monitoring of external Trust email boxes and forwarding on / responding as appropriate 
• Providing general support for other employees as agreed by line manager 

• Monitor stock levels and order stationery, branded clothing and other items as agreed with Line 
Manager 

• Opening and distributing post delivered to the Lodge as appropriate and administration 
associated with the post 

• Maintain confidentiality as appropriate 

• Ensure that all health and safety obligations are met in all aspects of the role 

• Engender a culture of membership recruitment within the team 

• Any other duties as delegated by the line manager or director 
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PERSON SPECIFICATION 

 Essential Desirable 

Have a proven administrative track record with a methodical 
approach and excellent attention to detail 

✓  

Confident in the use of, and demonstrable experience in MS Word, 
Excel, Email, Internet  

✓  

Confident in the use of, and demonstrable experience in database 
systems administration 

✓  

Able to maintain confidentiality as appropriate ✓  

Demonstrable team working skills ✓  

Flexibility, a willingness to adapt and a problem-solving attitude ✓  

Proven ability to work independently and manage conflicting 
priorities effectively 

✓  

Proven ability to show initiative and contribute new ideas ✓  

Experience of and ability to work within defined procedures and 
policies  

 
✓ 

GCSE (or Equivalent) Grade C (or Equivalent) or above in English ✓  

Demonstrable customer service skills ✓  

Excellent interpersonal and communication skills ✓  

Ability and willingness to demonstrate the BBOWT values and 
behaviours 

✓  

GCSE (or Equivalent) Grade C or above in Maths  ✓ 

An interest in wildlife conservation   ✓ 

 
 
MEASUREMENTS OF SUCCESS 
 

• Ability to communicate effectively with customers, other employees and volunteers  

• Accuracy of work 

• All tasks dealt with in a prompt and timely manner 

• Amount of supervision required 

• Contribution and implementation of ideas for the improvement in quality and efficiency of the 
administrative systems 
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