
 

www.bookmarkreading.org 

Bookmark Reading Charity  |  Registered Charity No. 1177681 (England & Wales)  | Company No. 11104438 

 
 

OFFICE ADMINISTRATOR 
 
 
Do you want to join a start-up charity with ambitious plans?  
 
More than one in four children leave primary school unable to read to the expected standard. These 

children can struggle for the rest of their lives. Reading isn’t just about books. It’s about reading a 

road sign, a tweet, a text from your gran. It's understanding an online job application form and the 

prescription that could save your life. 

Bookmark helps children develop the reading skills they need to succeed in school and beyond, by 
creating flexible volunteering in the heart of our communities.    
 
Help us change the story for more children  
 
As Bookmark’s Office Administrator, you will support the charity by ensuring the smooth running of 
our office. Through your organisation, administrative support and coordination of office activities, 
you will help us run efficiently and effectively, whilst ensuring it is a fantastic place to work and visit. 
Often the first point of contact for visitors – in person, online, and via telephone – you will represent 
Bookmark on a daily basis, so a positive and friendly approach is a must-have.   
 
The charity has unique set-up, in which we co-locate with Literacy Capital plc, a closed-end 
investment company focused on investing in small UK businesses. You will also be supporting their 
team, a small and close-knit group, together with the Bookmark team. They are a very friendly 
bunch, who we at the charity think are great! 
 
We are a small but growing team of hard-working self-starters, who care about what we do. We 
aren't afraid to roll up our sleeves, try new ways of doing things, and support each other so that we 
can achieve our goals. If that sounds like you and you share our vision and values, we'd love to hear 
from you.  
 
JOB DESCRIPTION 
 

• Ensure the office environment is kept clean, tidy and inviting for employees and guests  

• Monitor the condition of the office, arranging for repairs and replacements as necessary  

• Liaise with and act as point of contact for suppliers who provide a regular service to the floor  

• Check and maintain refreshments, stock, and office supplies, re-ordering when necessary 

• Record office expenditure and support in managing the budget  

• Support the team to manage databases/logs e.g. tracking of volunteers for the charity 

• Schedule meetings by inviting attendees, booking meeting rooms, and organising travel and 
accommodation, as required 

• Facilitate meetings by setting up meeting rooms in advance of guests arriving, welcoming guests 

onto the floor, providing tea/refreshments for meetings, and clearing up in between meetings  

• Manage day-to-day correspondence, such as answering the phone and emails, and sorting postal 
mail  

• Manage online and paper filing systems 

• Assist in planning and arranging internal and external events, training and conferences   
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• Support, as needed, in preparing letters, presentations and reports 

• Support with the collation and processing of expenses for specific team members  

• Keep on top of health and safety aspects for the floor, including knowledge of fire drill processes  

• Support recruitment campaigns, such as responding to applicants and arranging interviews  

• Maintenance of employee records, including accurate records for employee holiday requests 

• Support with other administrative tasks as necessary, such as printing and photocopying  

• Comply with best practice and legal requirements regarding data protection 

• Ensure that all activity helps to build the teams’ brands and is always brand compliant 
 

PERSON SPECIFICATION 
 

• Enthusiastic individual with a willingness to learn and a ‘can-do’ attitude 

• Attention to detail and highly organised 

• Ability to multi-task/ prioritise tasks 

• Good interpersonal skills with a professional, down-to-earth working attitude 

• Ability to take initiative, with an adaptable and a problem-solving approach to work 

• Reliable and able to apply discretion (you may be privy to confidential matters) 

• Proficient in Word, Excel, Outlook, and PowerPoint and IT literate 

• Some numerical skills e.g. basic budgeting skills  

• Experience in an administrative/ office-based role preferable  
 
Bookmark is committed to safeguarding and promoting the well-being and welfare of children and 
requires everyone associated with the charity, including all trustees, employees, and volunteers to 
share this commitment. Successful applicants will need to undergo child protection screening 
appropriate to the role, including references from past employers and Disclosure and Barring Service 
checks. Bookmark is an equal opportunities employer and we welcome applications from all sections 
of society and communities we operate in.  
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