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Dear applicant

Thank you for your interest in the vacancy for the post of Business Support, Administration and Development Officer

This application pack includes
· Information for applicants
· Job Profile
· Person Specification
· Application for employment 

When completing the application form please relate your application to the requirements stated in the advertisement, job profile and person specification, as shortlisting for interview is dependent on the extent to which your application matches these.
Please complete the application form in full. Please do not include any additional documentation such as a Curriculum Vitae, as we require your information to be in a standard format on its own application form.

Your completed application form should be returned marked ‘application form’ and the title of the post that you have applied ‘Business Support, Administration and Development Officer’ and emailed to recruitment@manchesterrapecrisis.co.uk or you can post in a sealed envelope marked “Private & Confidential” to Jayne Hurst, GMRC, 73 Ardwick Green North, Manchester, M12 6FX

Closing Date is 5 pm 6th April 2026

Interviews to be held week commencing 20th April 2026

 Late applications will not be accepted. 

Unfortunately, we are unable to write to applicants who are not shortlisted.

Yours Sincerely

Alison Lloyd
CEO










OUR APPLICATION AND OUR RECRUITMENT PROCESS
GMRC’s recruitment policy intends to ensure that every applicant is treated fairly. This means that we are not able to consider previous applications or personal knowledge of you. It means that if you already work for GMRC, we do not consider your personal file.
The information you provide in your application form is the only information we will use in deciding whether you will be shortlisted for the interview process. Your application form is therefore very important, and the following advice is designed to help you complete it as effectively as possible.
Using the person specification
The person specification is the list of criteria or requirements regarded as necessary for the post. To be considered for an interview you must fulfil each point of the person specification, demonstrating your abilities by telling us about your experience.
Before you fill in the application form look at the person specification and decide how to relate your skills, knowledge and experience to each point. Try not to repeat yourself by using just one area of your experience to cover more than one requirement. Draw upon your past and present jobs or interests; you may discover you have a broader range of skills than you imagined.
Give examples of the work you have been involved in and write in a positive way (e.g., I was responsible for …… I organised…. etc) Always remember to specify your own responsibilities rather than those of your section or department. The most important thing is to tell us - we are unable to guess or make assumptions.
Remember that voluntary work or work at home is as valuable as paid employment. It is important that your application relates to the job you are applying for.
Completing the application form
Application forms should be filled in as completely and as clearly as possible so that we can consider all candidates on the same basis. 
Make sure you complete the form clearly and type it or use dark ink (black ink shows up best when photocopied). You may wish to continue your application on one or more separate sheets, which should be attached to the application form. The additional information section should contain no more than 750 words.
In completing the references section, please give as your referees your current and most recent employers where possible.

Please send your form on time. Closing Date for Applications: 5 pm 6th April 2026

Completed applications must be emailed to recruitment@manchesterrapecrisis.co.uk
or posted marked “Private & Confidential” to Jayne Hurst, GMRC (Recruitment), 73 Ardwick Green North, Manchester M12 6FX



Shortlisting
After the closing date, the application forms are read very carefully to see how each person’s skills and experience relate to the skills and experience in the person specification, and applicants who meet these requirements are shortlisted for interview. 
Only information contained in the application will be considered in making the decision to shortlist.
Interviews
The interview panel will consist of representatives from GMRC. Questions are intended to allow you to expand on your application and to show the panel how far you meet the essential and desirable requirements of the post. You will have the opportunity to ask questions about the job, conditions of service etc.
Panel members must keep a record of their assessment of each candidate so that the reasons of their decision are clear and consistent. You should therefore not be worried about the panel taking notes.
The interviews are planned for the week beginning 20th April 2026 




























Business Support, Administration & Development Officer


Main purpose of job:	To provide comprehensive business, administrative and operational support across the organisation, helping ensure our services run smoothly and effectively for survivors.
Responsible to:		CEO & Board of Trustees

Main colleague contacts:	All employees, service coordinators, external partners

Responsible for: 	Business support, administration, finance, operational coordination and development

Place of work:	GMRC premises in central Manchester (office-based)

Hours:	28 hours per week over 5 days

Salary:	£27,500 per annum, pro rata + 6% employer pension contribution

Annual leave:	30 days per year, pro-rata + statutory holidays

Start date:  	As soon as possible (subject to Enhanced DBS Check and satisfactory references)

Term:	12-month contract (subject to funding, with potential extension)

To apply: Please complete the application form explaining how your skills and experience relate to the person specification.

Applications must specifically address each essential and desirable criterion, giving evidence from previous experience or qualifications.  

[bookmark: _Hlk485808136]This post is restricted to women applicants under the Equality Act 2010, Schedule 9, Part 1.







[bookmark: _Hlk45198057][bookmark: _Hlk70001151]Purpose of the Role
To provide high‑quality business, administrative and operational support across the organisation. This includes supporting service delivery, coordinating systems and processes, managing data and reporting, assisting with financial processes, and ensuring smooth day‑to‑day functioning of the organisation.
The role is a first contact point for staff, volunteers, partner organisations and service users, and plays a key part in ensuring all services are equipped to deliver effective, trauma‑informed support. This role also contributes to digital communication functions, including maintaining the organisation’s website, supporting social media channels, and producing organisational forms and documentation.


Main Duties and Responsibilities
Operational and Administrative Support
· Provide administrative support across all support services.
· Deliver general daily administration duties and provide cover.
· Support the Executive Leadership Team through scheduling, communications, admin tasks and operational coordination.
· Produce, maintain and update organisational forms, templates and documentation to support consistent service delivery.
· Assist with organising diaries, meetings, logistics and communications across teams.

Digital, Website and Social Media Support
· Assist in updating, maintaining and monitoring the organisation’s website (content updates, accuracy checks, uploading documents, refreshing service information).
· Support the creation and scheduling of social media content across organisational platforms in line with communication standards.
· Ensure digital content reflects organisational values, accessibility standards and safeguarding considerations.
· Provide administrative support to digital campaigns, newsletters and online communications.


Data Management and Reporting
· Input, update and maintain accurate data across relevant databases and systems.
· Process client data from referral to case closure in line with data‑protection requirements.
· Produce data reports required for contracts, monitoring, KPIs or audits.
· Support development of management information (MI) reporting for research, evaluation and funding needs.

Facilities, Centre and Office Management
· Support the management of facilities to ensure a safe, clean and accessible environment.
· Provide office cover including reception and email inbox management.
· Manage post, correspondence and day‑to‑day office organisation.
· Support compliance with health & safety and infection‑control policies.

Communications, Events and Engagement
· Support the production of newsletters, staff bulletins, updates and stakeholder communications.
· Contribute to the organisation, planning and delivery of events (stakeholder days, celebrations, meetings).
· Represent the organisation at meetings and events where appropriate.
· Assist with content creation for digital platforms, newsletters, and printed materials.

Finance and Business Support
· Process invoices, maintain petty cash, and support basic bookkeeping.
· Liaise with the bookkeeper and assist with finance‑related administrative tasks.
· Raise invoices and track incoming payments.
· Provide administrative support for budgeting, expenditure monitoring and year‑end reporting.
· Support funding applications, tenders and grant submissions.



Organisational Core Responsibilities
· Contribute actively to the mission of supporting survivors and breaking the silence surrounding sexual abuse, rape and sexual exploitation.
· Model organisational values of transparency, integrity, understanding and responsiveness.
· Adhere to strict confidentiality and information governance policies.
· Respect the anonymity and rights of individuals within and outside the organisation.
· Fully comply with all standard operating procedures, quality assurance standards and organisational policies.
· Uphold strong safeguarding practice and maintain awareness of risks and responsibilities.
· Work inclusively and without discrimination across all aspects of the role.
· Work flexibly as required, undertaking duties aligned with organisational needs, this might include working evening and weekends on occasion.
[bookmark: _Hlk511206293][bookmark: _Hlk45198943]



























Person Specification 
	Category
	Criteria
	Essential / Desirable

	Experience
	Supporting individuals and teams with an administration function
	Essential

	
	Working within a highly confidential setting and adhering to information governance
	Essential

	
	Office management, including developing and implementing office systems
	Essential

	
	Working with databases (data entry, extraction, reporting, accuracy)
	Essential

	
	Direct interaction with survivors or vulnerable clients
	Essential

	
	Experience in the voluntary/charity sector (paid or unpaid)
	Essential

	
	Ability to take concise and accurate minutes/notes
	Essential

	
	Administrative support to senior leadership/executive teams
	Essential

	
	Supporting daily operational functions of services (including facilities/admin cover)
	Essential

	
	Supporting website updates and maintaining online content
	Essential

	
	Supporting organisational social media channels
	Essential

	
	Experience producing organisational forms, templates, or service documents
	Essential

	
	Being part of an administration team
	Desirable

	
	Events administration and coordination
	Desirable

	
	Accurate financial record‑keeping and working within financial policies
	Desirable

	
	Managing and supporting volunteers
	Desirable

	
	Producing newsletters or organisational communications
	Desirable

	
	Experience supporting funding bids or applications
	Desirable

	
	Service development, planning, and implementation
	Desirable

	
	Small‑scale project management
	Desirable

	
	Supporting HR, recruitment, monitoring, MI and funding functions
	Desirable

	
	Experience writing MI and performance management reports
	Desirable

	
	Experience in survivor‑focused or trauma‑informed services
	Desirable

	Skills
	Ability to prioritise own workload
	Essential

	
	Strong written, verbal and interpersonal communication skills
	Essential

	
	Proficient in Microsoft Office / Office 365 and electronic database systems
	Essential

	
	Ability to communicate sensitively and professionally with survivors/vulnerable clients
	Essential

	
	Ability to work as an effective team member and use own initiative
	Essential

	
	Ability to organise workload, manage competing demands and meet deadlines
	Essential

	
	Ability to produce communications for a range of audiences
	Essential

	
	Ability to work flexibly and respond to changing operational needs
	Essential

	
	Responsible, proactive, can‑do attitude
	Essential

	
	Ability to support volunteers and frontline workers
	Essential

	
	Ability to maintain accurate records and information systems
	Essential

	
	High level of IT literacy including digital systems, Office 365 and SharePoint
	Essential

	
	Ability to train in using databases and liaise with system providers
	Essential

	
	Good numeracy and experience with financial reporting or numerical information
	Essential

	
	Effective and accurate minute‑taking
	Desirable

	
	Meeting organisation (diary management, rooms, communications)
	Desirable

	
	Ability to develop MI reports and analyse data
	Desirable

	
	Ability to research and create content for newsletters/social media
	Desirable

	
	Ability to use Publisher, Photoshop or similar
	Desirable

	Knowledge
	Knowledge of GDPR, data protection and confidentiality requirements
	Essential

	
	Understanding of safeguarding responsibilities
	Essential

	
	Understanding of the impact of sexual violence on survivors
	Essential

	
	Understanding of equality, diversity, feminist and anti‑racist principles
	Essential

	
	Knowledge of organisational procedures, quality assurance and SOPs
	Essential

	
	Knowledge of Rape Crisis movement and sector
	Desirable

	
	Knowledge of monitoring and evaluation mechanisms in the third sector
	Desirable

	Qualifications
	5 GCSEs in Maths and English 
	Essential

	
	Degree in business or at least Level 3 NVQ
	Desirable

	Additional Requirements
	Role open to women only under Equality Act 2010 (Schedule 9, Part 1)
	Essential

	
	Enhanced DBS check required
	Essential

	
	Eligibility to work in the UK
	Essential











































APPLICATION FOR EMPLOYMENT

	Post for which you are applying:
	


	How did you learn about the post?
	





PERSONAL DETAILS
	Surname:
	

	Preferred Title:
	

	First Names:
	


	Address:
	


	
	


	Tel No. Eve):
	

	Tel No. (Day):
	

	Email:
	


	Mobile:
	



	HINTS AND TIPS ON COMPLETING THIS FORM

· Please note CVs are not accepted
· We wish to ensure that comparison between applicants is fair and in line with the GMRC Diversity and Equality Policy.  The information you provide on this form together with your personal statement will be used in deciding whether you will be short listed for an interview.  It is therefore essential that you complete the form fully and that you clearly demonstrate how you meet each point on the person specification.
· You should use the points in the job description enclosed with this pack as headings when filling in the section of the application form that says ‘personal statement’ or if you prefer to write a paragraph on each criterion.
· It is the applicant’s responsibility to ensure that completed application forms are received by the closing date.
· Please write in black ink.









EDUCATIONAL QUALIFICATIONS

	Relevant Qualifications obtained
Certificates, diplomas, degrees etc.
	
Date

	




















	




TRAINING COURSES

	Give brief information about any relevant training courses you have attended together with dates.


















PRESENT OR MOST RECENT EMPLOYMENT

	Date of Appointment:
	Date Left (if applicable):

	Salary:
	Post held:

	Period of Notice required:

	Please give a brief description of your duties and responsibilities



































	Reason for leaving (if applicable):










PREVIOUS EMPLOYMENT AND VOLUNTARY EXPERIENCE
Include all paid employment and dates and any voluntary work relevant to your application and reason for leaving
	




























 
REFERENCES
Please give details of two people not related to you who may be approached for references.  You should include your current or most recent employer.

	REFERENCE 1
	REFERENCE 2

	Name: 
	Name: 

	Address: 




	Address: 

	Telephone No.


	Telephone No. 

	Email:


	Email:

	Occupation/Relationship: 


	Occupation/Relationship: 

	PERSONAL STATEMENT
Please write a personal statement of not more than 750 words which covers (Max 2 x A4 sides)
· Why you are interested in the job
· Your skills, experience and knowledge in relation to the Person Specification.
· Short-listing will be based on the degree to which you match the qualities in the Person Specification.  You must address each point on the Person Specification (you can use numbering if you find it advantageous).

































N.B. If needed please write on an A4 piece of paper and attach it to the form.



I CONFIRM THAT, TO THE BEST OF MY KNOWLEDGE, THE INFORMATION GIVEN IN THIS APPLICATION IS CORRECT AND THAT I AM LEGALLY ENTITLED TO TAKE EMPLOYMENT IN THE UK.

SIGNATURE:                                                                                                   DATE: 

Equal Opportunities Monitoring Form

Greater Manchester Rape Crisis values diversity promotes equality and challenges discrimination. We encourage and welcome applications from women of all backgrounds. This post is exempt from the Rehabilitation of Offenders Act Posts will be subject to an enhanced DBS check and open to women only.  Genuine Occupational Requirement (GOR), Schedule 9 (Work; Exceptions), Part 1 (Occupational Requirements), of the Equality Act (2010) applies. 
GMRC wishes to monitor the effectiveness of its Equal Opportunities Policy and ensure that no direct or indirect discrimination is taking place.  In order to help us do this we would like you to complete this form.

This form will be detached from your application form and will not be used to influence the selection process in any way.


Do you consider yourself disabled?		
		
Yes 				No					




Do you require any reasonable adjustments to support you during the recruitment process, if successful to interview, in workplace?
(This may include adjustments for disability, neuro divergence, or long-term health conditions).



How would you describe your ethnic background?
(Optional. This information is confidential and collected for equal opportunities monitoring only.)

· White – British/Irish/Other
· Black or Black British – African/Caribbean/Other
· Asian or Asian British – Indian/Pakistani/Bangladeshi/Chinese/Other
· Other Ethnic Groups: Arb, Other Ethnic group
· Prefer not to say












How would you define your sexuality?
(Optional. This information is confidential and collected for diversity opportunities monitoring only).

· Heterosexual
· Lesbian
· Bisexual
· Asexual
· Queer
· Prefer to self-describe 
· Prefer not to say



Which age bracket do you fit into?

	18-25
	

	26-35
	

	36-45
	

	46-55
	

	56 -66
	






Criminal Conviction Declaration Form

Please complete this declaration.  

GMRC welcomes applications from ex-offenders and will only consider an applicant’s criminal record where the conviction is relevant to the post. This post is subject to a Disclosure and Barring procedure.  All employees and volunteers shall provide a declaration of convictions that would otherwise be spent under the Rehabilitation of Offenders Act (Exceptions 1975). 

For candidates who are not successful this form will be destroyed at the end of the recruitment process.

	A.  Do you have any criminal convictions?

Yes 			    No



Please complete the details below.
	B.  Do you have any spent convictions?

Yes                                   No   




N.B. We may ask for additional information at a later date.



	If you answered ‘Yes’ in box A, please give details:

	Offence(s)
	Details
	Sentence
	Date of Sentence

	
	
	
	



I believe the information disclosed above to be true and accurate to the best of my knowledge.  I understand that if I am successful in my application to GMRC will be subjected to a Disclosure and Barring procedure at an appropriate level, and that the outcome of this may affect the offer of employment.


Name

Signature: 

Date: 
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