

[image: A pink text on a black background

Description automatically generated]Role Profile and Person Specification
Role: Services Admin Coordinator

		


	Post:
	Services Admin Coordinator

	Location:
	Hybrid (a minimum of 40% is required in the office)

	Contract:
	Part-time (22 hours per week)

	Reports to:
	Services Manager

	Direct Reports:
	None

	Band:
	B

	Last Reviewed:
	Nov 2025



Purpose of Role:

[bookmark: _Hlk150165576]At Epilepsy Action we are committed to creating a world without limits for people with epilepsy. All our roles contribute to achieving our ambition.

Our Information and Support Hub brings together a range of services designed to empower people affected by epilepsy to better understand and manage their condition. 

We’re here for anyone impacted by epilepsy — from individuals living with the condition to their families, carers, and the healthcare professionals who support them. Our services are delivered through multiple channels, including telephone, webchat, and email, ensuring we’re accessible whenever and wherever people need us.

As the Services Team Admin Coordinator, you will provide vital, high-quality administrative support across the entire Services department, which includes our helpline, group programmes, 1:1 services, and a range of dynamic projects. This role sits at the heart of our operations—ensuring the smooth running of day-to-day activities, maintaining key systems such as our CRM, supporting events, and managing efficient internal and external communications.

You will play a key role in coordinating workflows, enabling the team to work effectively and deliver outstanding support to our stakeholders and beneficiaries. This is an exciting opportunity for someone who enjoys being a central point of organisation, thrives in a varied role, and wants to contribute to meaningful, impactful services.

Accountabilities:

The accountabilities of the role include:
· Ensure administrative tasks are completed accurately, efficiently, and clearly communicated.
· Support the Services team in delivering high-quality information and support.
· Maintain up-to-date knowledge of organisational processes, systems, and digital tools.
· Act proactively and reactively to enable effective administration across the department.
· Serve as a primary point of contact for internal and external communications.

Responsibilities:

Strategy and Organisational Development
· Contribute to the delivery of plans to improve services for internal and external stakeholders.
· Ensure a positive and high-quality experience for anyone who works with or accesses our services.
· Work independently within existing policies and guidelines.
· Working with limited supervision within existing policies and guidelines.
· Support the team with the implementation and ongoing support of software solutions i.e. CRM 

Provision of Administrative Support
· Serve as the primary point of contact for internal and external communications
· Maintain accurate and up-to-date records, in accordance with organisational requirements
· Assist in organising and coordinating events and meetings ensuring effective use of booking software.  
· Support the department with marketing and service promotion 
· Support with gathering data for reporting and evaluation purposes where needed

People and Resources
· Plan and organise your own work to meet deadlines effectively.
· Work collaboratively with colleagues and other departments to ensure smooth project delivery.
· Support the wider organisations volunteer strategy, supporting volunteers as required 

Governance and Risk
· Raise any areas of concern promptly and help maintain a positive, safe working environment.
· Ensure all work adheres to organisational policies around quality, branding, confidentiality, data protection, health and safety, equal opportunities, safeguarding, and relevant legislation.
· Ensure accessibility, diversity, and inclusion are embedded into all relevant work.

Stakeholder Relationships
· Support communication with stakeholders and partners, providing accurate information when required.
· Maintain professional and positive interactions with service users and external organisations.

Key Relationships
· Internal: Services team, volunteers and other organisational departments
· External: Service users and other external stakeholders

Other
· Expected to have or gain an understanding of epilepsy.
· Completing any other ad hoc administrative duties to support the services team as required
· Maintain own professional networks and promote Epilepsy Action on a local and national level. 






Person Specification:

	
	
	Essential
	
	Desirable

	
	
	
	

	EXPERIENCE, KNOWLEDGE & QUALIFICATIONS
	
	· Proven experience in an administrative or customer service role.
· Experience of co-ordinating events or meetings
· Experience of working within a team as well as on own initiative
· Experience of communicating with customers/ clients by phone and email
· Proficiency in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint) or other similar software  
	
	· Experience of working in charity (non profit) or health sector
· Experience of being or working with volunteers
· Experience of supporting marketing or promotional activities 
· Administrative qualifications or courses attended
· Knowledge of epilepsy

	
	
	
	
	

	SKILLS & ABILITIES
	
	· Excellent organizational abilities, able to manage multiple tasks and prioritize effectively.
· Strong communication skills both verbal and written  
· Attention to detail and accuracy in data entry/processing 
· Ability to comply with policies and procedures and to contribute to the delivery of plans
· A team player able to build positive relationships and collaborate with a diverse range of stakeholders
· Capable of working independently with limited supervision
· Relevant IT and digital competencies inc. using general office equipment 
	
	· Skilled at using Client Relationship Management (CRM) software or similar
· Skilled at using Eventbrite or other booking software
· Skilled at using of Trello or other project management /communications software

	
	
	
	
	

	VALUES & ATTITUDE
	
	· Demonstratable commitment to our vision, aims and values.
· Willingness to work flexibly and travel for business as required.
· Committed to ensuring people who work with us or use our services have a positive experience and receive quality services and information. 
· Positively and proactively engages with organisational changes.
· Committed to maintaining up to date knowledge and relevant digital skills.
· Committed to ongoing personal development.
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We will make a difference by being:
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