
 

 

Victoria Baths Trust             
 

Job Description 
 

 

Post: Administrative Assistant 
Maternity Cover for up to 12 months from March 2017 

Salary Scale: £14,127 which is pro-rata for 30 hours per week of a full-
time salary of £16,481 

Hours: 30 hours working 5 days per week Monday to Friday (full 
time being 35 hours per week) 

Employed by: Victoria Baths Trust 

Reporting to: Operations Manager 

 

 
Purpose: 
 
To provide comprehensive administrative support to the Victoria Baths’ 
management and staff team; the role covers a variety of duties. 
  
 
Responsibilities: 
 
1. Deal with telephone, postal, email and in-person enquiries and 

communications, including visitor meet and greet, building show-rounds. 
 

2. Administer event bookings and meetings, such as group visits and 
weddings; including liaison with staff/volunteers for the provision of tour 
guides and ordering refreshments. 

 
3. Assist with basic finance tasks e.g. car park permits, cash handling, floats, 

petty cash, catering stock-takes and ordering. 
 
4. Ensure that the office bookings/meetings diary is kept up-to-date, distribute 

information as required and log visitor numbers. 
 
5. Organise and manage deliveries and mail, e.g. leaflet mailings, posting out 

group visit packs, equipment deliveries. 
 
6. Monitor and order office stationery and equipment, including photocopier 

consumables. 
 

7. Any other tasks as may reasonably be required from time to time. 
  

 
  



 

 

Work-related Conditions: 
 
To support the Equal Opportunities Policy of the Victoria Baths Trust 
 
To identify personal training needs 
 
To work flexible hours, occasionally to include outside Victoria Baths’ normal 
office hours  
 
 
 
Person Specification: 
 
ESSENTIAL: 
 
1.  Excellent organisational and communication skills, with the ability to set up 

and maintain office administrative systems. 
 

2.  Accuracy and attention to detail. 
 
3.  Excellent Microsoft Office skills, especially Word, Excel and Outlook. 

 
4.  The ability to work independently and plan work schedules, and effective 

time management.  
 
5.  Experience of playing a key role within a team. 

 
 

DESIRABLE: 
 
6.  Experience of event administration and coordination. 
 
7.  Experience of office administration in a heritage project and/or event venue. 
 
8.  An understanding and appreciation of Victoria Baths, its structure, history 

and architectural and historic significance. 
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