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GM Freeze Admin Assistant    
Job Description  
 
 
Hours: Two days per week (14-16 hours per week, flexible)   
 
Salary: £16,380 FTE (£6,552 - £7,488) 
 
Location: Manchester (can include flexible home working) 
 
Managed by: GM Freeze Director 
 
Purpose of the role: To support the Director, management committee and freelance team members 
through a range of administrative and general office tasks.  
 
 
Main duties: 

1. To maintain and develop systems to record information and manage communications with GM 

Freeze members, supporters and other contacts. This includes: 

a. Maintaining our Excel data management system and working with the Director to consider 

ways to improve or replace this system.  

b. Maintaining and developing our MailChimp emailing list. 

c. Regularly cross-referencing between different systems and data sources to ensure that all 

data is kept to up to date. 

d. Using data systems to identify renewal dates, payment patterns and other information as 

may be requested by the Director. 

 

2. To distribute the GM Freeze newsletter Thin Ice to members, supporters and others on a quarterly 

basis. This includes: 

a. Preparing and printing covering letters targeted to different recipient groups, as agreed 

with the Director for each issue.  

b. Maintaining stationery and postage stamp stock levels. 

c. Collating and posting all items in a timely manner. 

 

3. To carry out basic book keeping, payment processing and financial administration. This includes: 

a. Processing incoming payments by cheque, standing order or via our online payment portal 

and ensuring that all such payments are recorded properly for both financial record 

keeping and relationship management purposes. 

b. Recording income and expenditure in our QuickBooks accounts system and storing hard 

copy records to accompany the accounts. Training will be provided as required. 
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4. To provide a high level of service to our supporters and other key contacts.  This includes: 

a. Thanking all supporters and donors according to a thanking strategy agreed and regularly 

reviewed with the Director. 

b. Responding quickly and effectively to incoming enquiries, handling routine enquiries 

directly and passing on more complex enquiries as appropriate in a timely manner.  

 

5. To manage the supply of GM Freeze publications, including leaflets and our Thin Ice newsletter. 

This includes: 

a. Stock control, liaising with the Director and others to predict usage rates and identify when 

materials may need to be reprinted or replaced. 

b. Fulfilling leaflet orders, usually by post or via a courier. 

c. Liaising with third party distributers. 

  

6. To carry out a range of other administrative tasks as the need arises. This includes: 

a. Organising meetings, including liaising with members of the volunteer GM Freeze 

Management Committee and with meeting hosts to agree dates and practical details for 

quarterly board meetings. 

b. Handling some general correspondence. 

c. Liaising with general and specialist suppliers, identifying potential suppliers for a range of 

products and services, negotiating on price and co-ordinating our input to the production 

of goods and the delivery of services.  

d. Carrying out desk research on a number of issues, topics and events. 

e. Proof reading a wide range of materials. 

 

7. To contribute fully to the GM Freeze team and help achieve our organisational aims. This includes: 

a. Identifying and participating in training and other learning opportunities in order to meet 

the requirements of the role and help fulfil your potential. 

b. Maintaining an accurate record of your own working hours, including monitoring time 

spent on different projects and activities. 

c. Any other reasonable duties relating to the overall purpose of the role and within the 

capabilities of the post holder. 

GM Freeze is a small, dynamic organisation and a significant proportion of our work involves responding to 
external events. As a result, the balance of tasks undertaken by the post holder will vary from week to week 
and throughout the year.   
 
 
Liz O’Neill, GM Freeze Director 
11 September 2017 
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