
South Woodham Ferrers Health & Social Care Group
Administrator Role Description
February 2020

Closing date: 1st March 2020
Location: South Woodham Ferrers, from home
Hours: 4 hours per week, flexible
Salary: £12.50 per hour
Contract type: Self-employed, paid monthly on receipt of invoice

South Woodham Ferrers Health & Social Care Group (SWFH&SCG) are looking for 
an Administrator to help facilitate open discussions around health & wellbeing issues
in the local area as well as working with local organisations to assist in hosting 
relevant events and consultations in the Town.

About the Organisation

SWFH&SCG was established to look after the health and social care interests of the 
people of South Woodham Ferrers, recognising the roles of health and social care 
related professionals, volunteers and the Patient Participation Groups (PPGs). 
SWFH&SCG leads on non-GP services whilst the PPGs lead on GP services.

The SWFH&SCG Management Team is made up of 3 volunteers who dedicate 
varying amounts of time to their respective roles:

 Chairman 5 - 8 hours per week 
 Task Force Chairman 3 - 4 hours per month 
 Minute Secretary 3 - 4 hours per meeting 

More information about the group and our work can be found on our website: 
swfhealthsocial.co.uk

About the Role

The ideal candidate for this role would be someone who is located within South 
Woodham Ferrers and has an interest in the health and social needs of its residents.

Applicants will ideally have:
 Good communication, public relations, website, social media & e-

communications skills & experience
 Either good knowledge of health & social care or proven ability to master a 

brief quickly & effectively
 Good organisational experience & skills.

https://swfhealthsocial.co.uk/


Duties will include, but are not limited to:

 Maintain group’s contact database using Mailchimp
 Maintain group’s automated weekly newsletter and send ad-hoc mailings to 

database using Mailchimp (to include meeting invites & minutes)
 Distribute group’s articles and press releases to local newspapers and 

magazines
 Maintain group’s website and add news articles using WordPress
 Maintain group’s social media presence and engage with local residents and 

organisations to ensure relevant information is available to all
 Record group’s activities and financial incomings & outgoing in preparation for

annual report
 Connect with relevant organisations and build relationships – invite 

appropriate persons to join the Task Force, and assist organisations to hold 
appropriate events within SWF (i.e. consultations and awareness campaigns)

 Book rooms and organise refreshments for meetings (of public, Task Force 
and Management Team, as required; 1 x AGM & Public Meeting per year)

 Attend Management Team meetings and make notes thereof as necessary
 Receive and count votes for annual election of Officers
 Any other administration and action agreed with the Management Team

How to Apply

Please send an email expressing your interest to swfhealthsocial@outlook.com  

After the closing date, suitable applicants will be contacted by our Chairman and/or 
existing Administrator to arrange an informal discussion.

For further information on this role, please read through the information on our 
website and social media pages or email swfhealthsocial@outlook.com  
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