
www.fuseyouthproject.com
 

Part-Time 
Administrator 



Who we Are
JOIN THE TEAM
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F.U.S.E. exists to better the lives of young people living
on housing estates. Our goal is to work with community
organisations to provide children and young people with
skills and opportunities that they may not get without
our intervention. 

Our team is committed to working with children and 
 young people from all walks of life, cultures and
backgrounds, inspiring them through workshops
activities and off- site trips to 
cultivate the idea of exploring 
a world outside of their estate.



We are seeking a highly organized and efficient
Administrator to join our team. In this role, you will be
responsible for the day-to-day management and
organization of our company. You will handle a variety
of administrative tasks, including managing schedules,
coordinating meetings and events, handling
correspondence, ordering supplies, and maintaining
records and databases.

No.20 The Concourse, Colindale, NW9 5XA

Position:
Part-Time
16 hours per week
Wednesday - Friday 
1 year fixed term 

Rate:
£11.50 p/h

Location:

Job description



Manage the day-to-day schedules, including

coordinating meetings and appointments

Handle incoming and outgoing correspondence,

including emails and phone calls

Maintain accurate and up-to-date records and

databases

Provide general administrative support to other

staff members as needed, including the ordering of

supplies 

Assist with the planning and execution of events

and meetings

Posting on our social media accounts 

Bookkeeping 

Managing Budgets 

Respect confidentiality and GDPR processes
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Resposibilities
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Qualities 

Benefits
A workplace culture that invests and cares for our staff
which is reflected in our policies. 
Employee Assistance Programme. 
PAYE
Access to events and training sessions
Option to work hybrid 

If you are a highly organized and efficient individual
with a passion for providing top-notch administrative
support, we encourage you to apply for this exciting
opportunity.

Level 3 in business administration, or a related field
2+ years of experience in an administrative role
Excellent communication and interpersonal skills
Proficiency with Microsoft Office and other office
software
Strong organizational and time management skills



www.fuseyouthproject.com
 

HOW TO APPLY

Please send your CV and a cover letter (no more than 1 page of A4),
outlining how your experience that meets the requirements of the role
and why you want to work at FUSE to info@fuseyouthproject.com
Please make the subject line Your Name / Part-Time Administrator
Application

We will be reviewing applications as and when we receive them, so we
encourage you to submit your applications early!! FUSE will reserve the
right to close this job vacancy if we receive enough suitable applications
to take forward to an interview.


