
Application Details: Team Administrator 

Introduction 

True Freedom Trust (TFT) is looking to recruit for the part-time 
post of Team Administrator.  

We are a small Christian charity, well respected across the church for providing 
pastoral support and teaching for over 40 years around issues relating to same-sex 
attraction. We speak at churches across many denominations as well as at Bible 
colleges, university Christian Unions and youth groups around the UK & Ireland. You 
can find out more about us at our website: https://truefreedomtrust.co.uk/  

The Role 

The purpose of this role is to provide administrative support for the TFT staff team 
and Trustees, to assist in the effective stewardship of the charity’s finances through 
accurate record keeping and financial planning, and to respond to basic enquiries 
from our members and partnership churches. Familiarity with QuickBooks software 
and bookkeeping experience would be an advantage. Please see the Job Description 
below for more detail. 

The Person 

It is an occupational requirement for this role to be a Bible-believing Christian. 
Applicants will need to affirm their belief in both the Evangelical Alliance statement of 
faith and also the TFT Basis of Belief. 

You will be excited to be involved in using your administrative skills to further the 
work of TFT, as well as being proactive, organised and self-motivated in your work. 
Please see the Person Specification below for more detail. 

The Position 

This is a two days per week role, which could either be based at our existing office 
space in Wirral or you could work from home anywhere in the UK. 

Application process 

If you would like to apply for the position of Team Administrator, please email the 
application form (available as a separate download) along with your CV (optional) to 
stuart@truefreedomtrust.co.uk before the deadline of 5pm Friday 4th June 2021. 

Interview dates and locations will be determined once applications have been 
received. Successful applicants will be advised of these after the deadline above. 

  

https://truefreedomtrust.co.uk/
https://www.eauk.org/about-us/how-we-work/basis-of-faith
https://www.eauk.org/about-us/how-we-work/basis-of-faith
https://truefreedomtrust.co.uk/basis
mailto:stuart@truefreedomtrust.co.uk


Job Description: Team Administrator 

This job description is to be read in conjunction with the Person Specification 

Main Terms and Conditions 

Hours of 
work: 

2 days/week (16 hours per week, including a 30-minute paid lunch 
break each day). There is flexibility around when these hours are 
worked. In addition, paid attendance would be required at the 
annual National Conference, Staff Away Days and one Trustee 
meeting each year. 

Location: Working from Wirral office (Oxton), or based at home 

Salary: £23,000 p.a. (pro-rata equivalent of £9,200 p.a.), reviewed annually 
according to the Remuneration Policy 

Purpose of this role 

The purpose of this role is to provide administrative support for the TFT staff team 
and Trustees, to assist in the effective stewardship of the charity's finances through 
accurate record keeping and financial planning and to respond to basic enquiries from 
our members and partnership churches. 

Main Duties and Responsibilities 

Finance 

• Be responsible for effectively processing and maintaining accurate records of 
invoices, cheques, Standing Orders, staff expenses and all other income and 
expenditure 

• Categorise and reconcile all income/expenditure through the charity’s 
accounting software (currently QuickBooks) 

• Maintain records of Gift Aid declarations and submit Gift Aid claims on an 
annual basis 

• Monitor the Trust’s bank accounts & undertake banking duties.  
• Reconcile accounts and produce monthly reports to send to the Director and 

Treasurer and termly written reports for charity Trustees  
• Review/renew annual insurances, rents and leases 
• With the Director and Fundraising & Outreach Champion, produce budgets for 

each financial year. 
• Produce end of year accounts for submission to the Charity Commission and, 

with Trustee approval, appoint and work alongside our Independent Examiner 
in the signing off of these accounts. 

• Update the contact database with details of donations on an annual basis 
• Correspond with donors, thanking them for their donations and responding to 

their enquiries 



• Administrate payroll and pension arrangements for staff in conjunction with 
“Stewardship Services” 

Governance 

• Make logistical arrangements for staff and Trustees’ meetings, including 
arranging venues/food/equipment and, working with the Director, arrange 
circulation of papers to attendees 

• Monitor the governance requirements of the Charity Commission and other 
regulators and to advise the Director and Trustees on best practice 

• Develop, implement and maintain TFT’s Policies and Procedures, ensuring all 
legal and statutory requirements are met 

• Update the Charity Commission, HMRC and our bank where applicable with 
details of incoming/outgoing Trustees 

• Co-ordinate necessary annual returns inc Trustees’ Annual Report, to ensure 
compliance with HMRC and Charity Commission requirements 

• Ensure documents and financial records held in the Wirral office are 
appropriately retained and disposed of in line with legislation/HMRC guidance. 

Staff Team Administration 

• Administrate online HR system (BreatheHR) 
• Arrange distribution of our Ascend magazine each quarter 
• Monitor and procure office supplies/items for the team 
• Review Wirral office fire safety procedures annually 
• Open and process all incoming post 

Event Organisation 

• Work with the staff team to prepare and deliver the annual National 
Conference, delegating to volunteer helpers where appropriate 

• Work with the staff team to prepare and deliver Day Conferences where 
required 

• Produce budgets for TFT events 
• Assist the IT Engineer in setting up booking for events 
• Attend conferences as part of the staff team, providing pastoral and prayer 

support to delegates where appropriate 
• Ensuring we are covered by the appropriate CCLI licences where we host events 

involving sung worship/copyrighted material 

Communications 

• Take phone calls to the main TFT phone number during office hours, 
representing TFT’s pastoral ethos to inquirers and transferring calls to the other 
members of the team where their particular expertise is needed 

• Share news and prayer updates with partnership churches when requested 
• Manage and maintain our PrayerMate account 
• Working with the IT Engineer, support the team in the use of TFT systems 

where possible 



Other 

• Undertake any other duties as appropriate to the post. Work according to the 
TFT Policies and Procedures maintaining professional boundaries and issues of 
confidentiality 

• Prepare occasional short Bible ‘thought’ for team video calls, according to rota 
• Prepare members’ prayer newsletter, according to rota 

Review of this job description 

This Job Description will be reviewed in conjunction with the post-holder annually 
and changed by mutual agreement to reflect the role as it develops, or more 
frequently if required.  

Job description last reviewed – April/May 2021, by SB/SP 

 

 

Person Specification: Team Administrator  

 Essential Desirable 

Character 
and Beliefs 

• Growing relationship with 
Jesus 

• In full agreement with (and 
living according to) the TFT 
Basis and Statement of Faith 

• Reliable 

• A heart for pastoring others 
and a desire to develop in this 
area 

• Satisfied with a “behind the 
scenes” role 

 
Team work 
and self-
management 

• Proactive in building 
relationships with other team 
members 

• Self-motivated, even when 
working alone 

• Able to organise and 
prioritise workload 

• Able to discern training needs 
and then plan and prioritise 
training 

• Experience in working with 
volunteers 

Skills • Able to communicate 
effectively via email and 
phone 

• Excellent attention to detail 
• Good IT skills 
• Able to handle confidential 

matters sensitively 

• Experience working in a 
similar role 

• Experience using accounting 
software, particularly 
QuickBooks 

• Experience using G-Suite and 
Microsoft Office 

• Ability to use formulas and 
VLOOKUPs in Excel 

• Knowledge of HMRC and 
Charity Commission 
requirements  

 


