

Bristol Mind

Office Coordinator
(Permanent post)

37 hours per week 
NJC scale point 23 - 25: £26,999 - £28,785 
(Depending on experience)
25 days annual leave + 6% pension.
Bristol Mind is looking for an enthusiastic and highly organised Office coordinator to join our team.

The role includes the provision of central administration, HR support and the coordination of day to day operational infrastructure needs.  This role enables Bristol Mind staff, volunteers and outside groups, to continue to provide good quality services in an accessible and effective way, by ensuring efficient running of the organisation within its office base.
Closing date for applications: Wednesday 4th December 2019 @ 17:30 Interview Date: Monday 9th December 2019
Contact: email: admin@bristolmind.org.uk or download job info pack at www.bristolmind.org.uk

We welcome enquiries from everyone, and value diversity in our workforce
Bristol Mind: promoting social justice and emotional well-being

Registered Charity Number: 1085171

