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September 2017 
 
 
 
Dear Applicant 
 
Thank you for considering applying for the role of GM Freeze Admin Assistant.  In addition to this letter, 
please ensure that you have also downloaded or received a copy of the job description and person 
specification (two documents) and the GM Freeze application form. 
 
Introduction to GM Freeze 
 
GM Freeze is working to help create a world in which our food is produced responsibly, fairly and 
sustainably. We consider and raise the profile of concerns about genetic modification. We inform, inspire, 
represent and support those who share our concerns. We campaign for a moratorium on GM food and 
farming in the UK. We oppose the patenting of genetic resources and work from a strong evidence base. 
 
GM Freeze began life as the Five Year Freeze, an umbrella campaign established in 1999. We are now 
registered as a not for profit company but are still led by our members which include the Soil Association, 
Friends of the Earth, grassroots campaigners, scientists, farmers, retailers and concerned individuals. You 
can find out more about GM Freeze at www.gmfreeze.org 
 
GM Freeze has two staff posts. This previously included my own role as Director and a Co-ordinator role 
which was recently made redundant. The Admin Assistant is a new post, designed to take on some tasks 
previously undertaken by the Co-ordinator but with less responsibility, fewer hours and a consequently 
lower salary. Our resources are limited and we need to raise new funds each year which can be very 
challenging. However, we are flexible and dynamic, responding quickly to political, scientific and commercial 
events as well as delivering our own planned projects and activities.  
 
More about the job 
 
The Admin Assistant post is a varied role. The main responsibilities focus on looking after our supporters, 
general office administration and managing data. There is a mix of areas where the post holder will work 
very independently and tasks where we will work closely together.  Although we have a five-year strategy 
and business plan, a significant proportion of our work will always involve responding to external events. If 
you find it stressful when things change at the last minute this may not be the right job for you. However, if 
you enjoy a mix of regular tasks and unexpected challenges please consider applying. 
 
The role is offered as two days per week with some flexibility about how many hours that actually means 
(eg 14 or 16). Agreed hours can be worked flexibly through the week as long as we have some agreed times 
for regular meetings, discussion and other face to face contact. 
 
The salary is £16,380 full time equivalent which is £9 per hour and works out at £6,552 for a 14-hour week. 
 
We offer 14.5 days annual leave, including bank holidays, for a 2-day working week.  
 
 

mailto:info@gmfreeze.org
http://www.gmfreeze.org/
http://www.gmfreeze.org/


Contact address: 80 Cyprus Street, Stretford, Manchester  M32 8BE  
Tel: 0845 217 8992     Email: info@gmfreeze.org     Web: www.gmfreeze.org  

Twitter: @GMFreeze     Facebook: /GMFreezeUK  
Registered office: 50 South Yorkshire Buildings, Silkstone Common, Barnsley S75 4RJ 

 
The post-holder will be expected to work either from a shared office space in Hulme or from home with 
around half a day a week in the shared office. If you’re not sure how this would work for you, please get in 
touch for an informal chat. 
 
I will be the Admin Assistant’s line manager.  I aim to be an empowering manager with a generally informal 
style, using regular supervision meetings, annual appraisals and clear objectives to make sure that we both 
understand and agree what is expected. My priority is to encourage my team members to develop their 
knowledge and skills whilst also getting the job done. 
 
 
How to apply 
 
Applications will only be accepted on the official GM Freeze application form, submitted by email, as a word 
file attachment to hr@gmfreeze.org by 9am on Monday 25 September. 
 
The form must be submitted in word or a compatible format. This is because application forms will be split 
and coded before being passed on to the recruitment panel as part of our ‘blind’ selection process. 
 
Please ensure that you use the form to tell us why you are interested in this post, how your skills and 
experience meet the essential and desirable characteristics in the person specification and what you believe 
you can contribute to the role. You must give us some evidence of all the characteristics described as 
essential in order to be shortlisted for interview. That evidence might include past paid or unpaid work but 
can also be drawn from your education, personal life or other experiences. 
 
Interviews will take place very early in October in Manchester.  The successful candidate will be asked to 
start as soon as possible. 
 
If you have a disability or other need for adjustments to allow you to participate fully in the selection 
process, please either indicate this on the form or contact me on liz@gmfreeze.org to discuss how we can 
make the application process accessible for you. 
 
I hope that this information, the job description and person specification, and our website 
www.gmfreeze.org, give you all of the information that you need to apply.  However, if you have any queries 
about the application process, about the role or about GM Freeze more generally, you are welcome to get in 
touch with me direct on liz@gmfreeze.org or 07811 211 404. 
 
Yours faithfully 
 

 
 
Liz O’Neill 
Director 
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