
 

 

 
 
 
Who is Quaker Social Action? 
  
Quaker Social Action (QSA) is an anti-poverty charity founded in 1867. We are based in east London and we support 
over 3,000 people each year directly, as well as reaching hundreds more professionals through our training and 
campaigning activities. Our award-winning projects meet practical needs: 
 

 Furniture – Homestore sells affordable, donated furniture to people on low incomes in east London.  
 

 Funerals – Down to Earth supports people on low incomes struggling with funeral costs - this work inspired 
us to run the Fair Funerals campaign.  

  

 Finances – Made of Money offers a creative and reflective approach to financial wellbeing within families.  
A national training programme shares our approach with professionals across the UK.  

 

 Fulfilment – This Way Up offers coaching and mindfulness to people on low incomes wanting to move on 
from a difficult experience and build up resilience for a more positive future.  
 

 Foundations – Move On Up is a housing project for young adult carers, supporting them to build their life 
skills and make positive moves into further education or work opportunities.   

  
We are not a religious charity but Quaker values of equality, simplicity and compassion sit at the heart of our work. 
  
  
 

What is the role of the resources officer? 
  
Based within our central office in Bethnal Green, the resources officer role sits at the heart of QSA and is vital in 
enabling the safe and smooth running of many aspects of our work. The part-time position involves managing a 
range of responsibilities, from offering a warm welcome to visitors and callers, to ensuring our offices give a 
professional impression, to providing administrative support to project staff. 
 
QSA is a busy charity with multiple projects, so there will lots of priorities to balance.  We will need someone who is 
able to look forward and plan out what the practical needs of the organisation will be, from the next week to the 
next month, and ensure that these needs are met – creating a smooth and calm working life for colleagues.  
 
The resources officer is also likely to be the first person from QSA that a caller or a visitor is in contact with, so their 
role as a positive, helpful and informed ambassador for our work is essential. 
 
We want to find an excellent team player and someone who is motivated by our work and our mission – “to enable 
people on low incomes in east London and beyond to seek solutions to the issues affecting their lives” which we do 
by “running practical, sustainable and collaborative projects”.  The rewards will be in having a varied workload, 
within a friendly work environment and making a direct contribution to the aims of QSA. 
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The role 

 
Responsible to:    Information & resources manager 

 
Purpose of post: To be responsible for looking after the facilities and administration needs of QSA.  
 
 
 

Job description 

 

Main duties: 
 

1. Supporting QSA’s trustees 
To assist with the governance of QSA, working with the director to ensure the servicing of trustees, including 
room bookings, organising catering and compiling/sending out papers for trustee meetings.  
 

2. Human resources  
To administer the HR records and procedures, including the oversight of recruitment procedures: placing 
vacancies up onto the QSA website, receiving applications for vacancies and servicing interview panels, 
chasing up references, undertaking DBS checks as required, and getting a workstation ready for new 
colleagues. To also maintain staff records, specifically around sickness and annual leave, sending out annual 
salary notifications, and answering queries on all of the above from colleagues.   
 

3. Facilities management  
To coordinate and supervise all tasks as may be necessary in order to maintain the smooth running of the 
office, including engaging contractors for repairs, renewing office equipment, hospitality for visitors, 
overseeing incoming and outgoing post, liaison with the cleaner, being the first point of call for general 
phone enquiries and visitors to the building. 
 

4. Risk management  
To lead on day to day management and oversight of minimising risks at QSA, such as health & safety and fire 
safety within the building, and ensuring a high level of awareness of all of these issues among staff, 
volunteers and visitors to the building. 
 

5. Support to QSA training staff  
To support QSA colleagues - within Made of Money and Down to Earth -  who are delivering training to 
professionals, by undertaking all administrative tasks required – overseeing bookings onto courses, booking 
venues, organising catering and the shipping of materials/resources, as required.  
 

6. Support to QSA housing staff  
To support QSA colleagues working on Move On Up with any issues relating to the properties we lease for 
the project – booking in repairs as required.  
 

7. General 
To work within the policies and procedures of QSA. 
To receive line management, supervision and appraisal from the information & resources manager. 
Any other duties, appropriate to role, as agreed by the information & resources manager and QSA director. 

 
 



 

 

 
 
 
Person specification  
  

Experience: 
 

1. Experience of a busy working environment in a paid or voluntary capacity.  
2. Experience of being in a support function for other colleagues is desirable.  

 
 

Ability: 
 

1. Ability to present an approachable and helpful first voice or face of QSA for callers or visitors. 
2. Ability to manage multiple priorities. 
3. Ability to anticipate QSA resources requirements and plan accordingly. 

 

Knowledge: 
 

1. Knowledge of health and safety, risk, fire and other legal compliance issues is desirable. 
2. Knowledge of facilities management is desirable.  

 

 

Ethos: 
 

1. Commitment to and understanding of, equal opportunities in the workplace and when providing a service to 
the public. 

2. A willingness to work within a Quaker ethos, as clarified by the vision & values of QSA:  
 
QSA’s vision is: 
“We want a just world, where people put people first”.   

 
We fulfil this through our mission:  
“To enable people on low incomes in east London, and beyond, to seek solutions to the issues affecting their 
lives. To do this we will listen to and respond to the needs of the community, by running practical, sustainable 
and collaborative projects. We will share our work with others when it is clear that it has the potential to 
bring benefits to communities outside of our own”. 

  
  
  
   
  
  
 
 
 
 
 



 

 

  
   

 

Main terms and conditions of employment 
 

1. QSA uses the local government pay scales for salaries.  
Your salary will be on NJC scale point 21-24, which is £23,611 for a full time post of 36 hours.  
All appointments are made at bottom of scale. 
 

2. This is a part-time post of 20 hours per week, ideally to be worked over 5 days, Monday to Friday.  
This gives a starting salary of £13,118.  
Requests for slightly fewer hours can be considered, as can flexible working.  
 

3. This is a permanent appointment.  
 

4. Some evening and weekend work is possible, on occasion, but is not a regular part of the role. 
 

5. This post will be based at the QSA office, Bethnal Green.  
 

6. The period of notice either way will be one week during the probationary period and one month on its 
successful completion. 
 

7. A full-time worker is entitled to 25 days holiday per year with the leave year running from January to 
December, plus bank holidays. A part time worker is entitled to the pro rata equivalent, depending on 
number of days worked per week.  
 

8. This post is subject to a 6 month probation period. After the successful completion of your probationary 
period, staff are entitled to join the QSA pension plan. This is an additional 6% on top of salary paid into 
the QSA group personal pension or other chosen pension scheme.  
 

9. QSA has a union recognition agreement with Unite although staff are welcome to join any trade union. 
  
  

How to apply 

  
If you have any questions about the role, call us on 0208 983 5030 and ask to speak to our director, Judith Moran. 
 
If you decide to apply, please send the following to info@qsa.org.uk: 

 a copy of your CV, highlighting the areas of your experience pertinent to this role 

 a supporting statement, of no more than 3 sides of A4, outlining how you meet our person specification  
 
We also invite you to complete our online equality and diversity monitoring form: 
https://www.surveymonkey.co.uk/r/2GT67V3 
 
The closing date is 9.00am Monday 19 February 2018 
 

If you do not hear from us by the end of Tuesday 20 February 2018, please assume we have not shortlisted your 
application. 
 

Interviews for the shortlisted candidates will be held on Friday 23 February 2018. 
 

We are hoping the new person can start with us in April, negotiable depending upon notice periods. 
  

Thank you for your interest. We look forward to your application.  

https://www.surveymonkey.co.uk/r/2GT67V3

