
 

 
 
Job Title  Support Services Administrator    
Salary Grade  £15,000-£17,000 per annum (pro rata)  
Responsible to  Support Services Manager 
Hours   35 hours per week 
Location  Fern House, Bath Road, Stroud, GL5 3TJ     
 
Background 
 
As many as 500,000 people in the UK today are estimated to have been affected by 
meningitis and every year more than 8,000 babies, children and adults contract either 
bacterial or viral meningitis. 1 in 10 who contract bacterial meningitis sadly die, and a 
further 1 in 3 are left with lifelong after-effects.  
 
Meningitis Now is a bold, brave and influential charity making a real difference in the 
UK. With our beneficiaries and supporters at the heart of everything we do, our vision 
is simple - to stop lives being devastated by meningitis and rebuild the lives of those 
affected by meningitis in the UK – and we do this through research, awareness and 
support. 
 
The people we help every day and those who support us in return, inspire us to 
provide the best supporter care that we can, which is why we are committed to 
putting our supporters first and ensure anyone who is in contact with Meningitis Now, 
feel engaged, respected and valued. 
 
To deliver our vision, we have to provide the support that people need, when and 
where they need it, and to ensure effective education of the general public, health 
professionals and other people who are involved in any way with meningitis or people 
affected by it.  
 
Job Purpose 
 
To provide comprehensive administrative support across the Research and Support 
Teams, particularly the Support Services Team. The administrator will lead on the 
processing of applications for our Rebuilding Futures Fund, which provides financial 
support to individuals and families following a meningitis experience. 
 
The Support Services Administrator will work closely with all members of the Support 
and Research teams. 
 
 
Duties and Responsibilities 
          

 Provide comprehensive administrative support for our Support Services, 
including the development and delivery of our Rebuilding Futures Fund. 

 Provide administrative support, including filing, sending out mailings, making 
and answering telephone calls/enquiries and fulfilling supporter/enquirer 
requests. 

 Provide cover in the organisation of our support events such as regional 
Family Days, including processing participant registration forms. 

 Provide administration support to our Research Co-ordinator to ensure the 
delivery of our research programme. 

 Produce monthly reports in preparation for monthly meetings and ad hoc 
reports as required 

 Assist in the monitoring of budgets relating to service delivery. 



 

 Ensures accurate records kept of all Support Services information. 

 Maintain Salesforce records and ensures accuracy of all information put onto 
the database. 

 Opportunity to attend and help at specific events over weekends and 
evenings e.g. Gloucester Carol Concert, Five Valleys Walk, Family Days and 
Believe & Achieve weekends.  

 Provide reception support on an ad hoc basis by answering calls that come in 
through the main switchboard in a professional and courteous manner.  

 Ensure compliance with Meningitis Now policies and procedures, including 
data protection. 

 
Relationships 
 
Internally: 

 Works closely with other members of the Support Services Team.  

 Works closely with the Support Services Manager. 

 Works closely with essential users of Meningitis Now’s Salesforce database. 

 Liaises with other Meningitis Now departments. 
 
Externally:  
 
Liaises with beneficiaries, participants, supporters, therapists, suppliers, sponsors 
and volunteers, etc. 
 
Personal Specification 
 
Essential experience 

 High level of experience in an administrative role. 

 Excellent organisational skills. 

 Excellent interpersonal and communication skills. 

 Experience of using a large customer database. 
 
Essential knowledge 

 Word, Excel and Outlook. 
 
Essential skills 

 Excellent keyboard skills. 

 Good standard of education 

 Good written, verbal and numeracy skills. 

 Accuracy and attention to detail. 

 Good team player. 

 Ability to multi task. 
 
Other requirements 

 Commitment to the goals and values of Meningitis Now. 

 Some out of hours working, travel and attendance at appropriate events 

when required. 


