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ACJ Administrator     

Job description & conditions of contract 

 

The Administrator is the first point of contact for members & the public. 

The contract is for approximately 56 hours a month, paid at £12.00 an hour, and is suitable only 
for a self-employed person working from their own office. Communication is mainly by email and 
phone, with attendance at meetings quarterly and occasional attendance at events. 

 

Duties 

Enquiries: answer all enquiries from members, potential members and the public. 

Servicing the Board of Directors: book meeting rooms, take minutes, type these & circulate. 
Correspondence with Companies House as required, as ACJ is a company limited by guarantee. 

Annual General Meetings: book venue, inform members of date & venue, take minutes, and 
ensure that correct papers are provided. 

Member enrolment & subscriptions ensure that new members are welcomed, provided with 
enrolments information, sent the latest e-bulletin & Findings (posted). Log memberships on the 
database and the website community records. 

Ensure members receive reminders of subscription renewals, with reminders to pay if necessary, 
and that lapsed members are removed from benefits available only to members, such as 
discounts and the website community. 

Keep the membership database up to date. 

Provide the current posting list for Findings magazine twice a year to the printers. 

Cooksongold & discount lists: keep records of new and lapsed members and inform suppliers 
of these changes regularly. 

Financial records:   

Book-keeping, using Quickbooks, and maintain all the financial records including efficient filing. 

Reconcile the accounts with the bank statements. Ensure bank signatory arrangements are up to 
date, especially at any change of Directors. 

Provide financial records & accounts to trial balance for the Treasurer and Accountant. 

Ensure correct information for tax returns. 

Operate the online banking system, seek approvals for payments, pay invoices, record inward 
payments.  

Operate the PayPal account and record all transactions. 

Invoicing for ACJ services, and for Corporate membership renewals.  

 

Post: deal with inward post from the PO Box, send letters as needed, post Findings to new 
members. 

 

Storage of all financial records & legal documents, minutes and other Board documents, issues 
of Findings, some catalogues, and other materials as needed. 
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Information circulated to members:  

Sending information emails to all members, and groups of members as required. 

Monthly e-bulletin: compile and send this, including some research to ensure accuracy of 
information included. 

Website: manage the home page of the site, ensuring current information. Write & add articles 
as necessary. Manage the Community Builder section of the website. 

 

General duties 

Assisting the Development manager with arrangements for exhibitions, dealing with participants, 
keeping track of fee payments, expenses and the budgets. 

Assisting with various events & organising volunteer staff. 

Assisting with logistic arrangements for conferences, keeping record of payments in & out. 

 

Support: the post is supported by the Development Manager and the Board. In the initial period 
advice and training on various tasks will be provided, to ensure a smooth handover. 

 

Job requirements 

Essential: 
Computer literate, with knowledge of Word, Excel, Dropbox and other programmes. 

Training on Joomla will be provided for management of the ACJ website. 

Must have broadband in the office. 

Numerate, with extensive experience of book-keeping procedures and financial record-keeping.  

Must be familiar with accounting programmes. (Quickbooks is currently used). 

A pleasant and helpful style of writing emails and responding to queries. 

Methodical and well-organised, able to manage the workload without supervision. 

Able to travel to meetings and events as required. 

 

Preferable: 

A knowledge of and interest in contemporary jewellery. 

Experience of dealing with membership-centred voluntary organisations. 

Experience of event managements and planning. 

 

Conditions of contract: 

The Administrator is self-employed on a part-time contract for services, and ACJ cannot be 
responsible for tax or National Insurance. Payment is made on production of monthly invoice and 
timesheet, paid on actual hours worked. Apart from meetings and events, the Administrator may 
work at any convenient hours, provided that the work is done. 

Travel and administration expenses (stationery, postage and similar) will be refunded on 
production of receipts and claim form. 

 

Tamizan Savill, Development Manager      
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