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CHAMPIONING RACE, CULTURE & DIVERSITY FOR ALL

Job Title: Part-Time Administrator
Organisation: Medway African and Caribbean Association (MACA)

Location: Home-based, covering Kent and Medway, with work at various locations across
the region.

Salary £8,467.20 pa Gross pro rata based on (7 hours per day excluding lunch breaks) 8
days per month + travel expenses for agreed work-related travel.

Contract Type: Fixed Term (3 years)

Hours: Equivalent to 8 days per month, 7 hours a day (flexible, to be agreed with the
successful candidate, may include evenings and weekends) Please note that there is the
potential for these hours to increase during the contract period, subject to MACA securing
additional funding.

Closing Date: Friday 23 May 2025
Interview Date: Friday 30" May in person.
About MACA:

The Medway African and Caribbean Association (MACA) is a registered charity dedicated to
promoting an awareness of African and Caribbean culture through arts, educational, and
social programmes. Our work includes:

e Support for Senior Citizens: Weekly drop-in sessions providing health support,
lunch, and social activities.

e Advocacy and Community Outreach: Advocacy services for vulnerable and
isolated individuals, and outreach programs to ensure access to essential services
and resources.

e Youth Projects: Youth-led projects in music, arts, and culture, empowering young
people to develop talents, build confidence, and engage in positive activities.

e Community Events: Events celebrating cultural diversity and fostering community
cohesion across Kent and Medway.

Job Purpose:

MACA has received funding from the National Lottery Community Fund for a three-year
project, "Young People Making a Difference." This project aims to co-produce a three-year
program with young people, encompassing:

e Media Project ("Life in Kent"): Developing skills and confidence in filming about life
in Kent/Medway from a youth and diversity lens, capturing experiences, talents, and
aspirations, and promoting positive representation, particularly of Black young
people.
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e Youth Music Project: Using music/spoken word to express thoughts and ideas
about key issues, including racism and identity, in a safe and positive way.

e "Space to Be": Regular meetings for young people to develop projects and have a
safe space with trusted adults, bridging cultural divides and fostering mutual respect.

This role will provide essential administrative support to both the project team (including the
Project Manager, Youth Coordinator, Youth Assistant, and various consultants) and to
MACA's wider day-to-day operations.

Job Purpose:

The Part-Time Administrator will provide efficient and effective administrative support to the
"Young People Making a Difference" project and contribute to the smooth running of MACA's
activities. This role requires strong organisational skills, attention to detail, the ability to
manage a varied workload, and the flexibility to adapt to changing priorities.

Key Responsibilities:

1. Provide comprehensive administrative support to the project team and MACA's wider
operations as required.

2. Manage and maintain electronic and paper filing systems, ensuring information is
organised and easily accessible.

3. Prepare correspondence, reports, agendas, minutes, and other documents as
required.

4. Organise and coordinate meetings, including scheduling, sending out invitations, and
preparing meeting rooms (physical or virtual).

5. Manage project-related and general MACA communications, including handling
telephone calls, emails, and postal correspondence.

6. Maintain and update databases and spreadsheets.

7. Process invoices for payment, ensuring accuracy and adherence to procedures.

8. Assist with budget monitoring by inputting data into budget tracking sheets and
flagging any discrepancies.

9. Process expense claims in accordance with MACA'’s policies.

10. Assist with the coordination of events and activities, both project-related and MACA-
wide.

11. Order and maintain office supplies.

12. Liaise effectively with staff, volunteers, service users, consultants, and external
stakeholders.

13. Ensure compliance with MACA'’s policies and procedures.

14. Undertake any other reasonable administrative duties as required by the Project
Manager or MACA management.
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Qualifications Essential/Desirable

Application or interview

A good general education,
demonstrated by GCSEs
(or equivalent) in English
and Mathematics at grade

Application

C or above.

E
Training and Evidence of continuous Application form
development professional development

E
Experience Proven experience in Application form/Interview

providing administrative
support in a busy
environment.

E

Excellent proficiency in
Microsoft Office Suite
(Word, Excel, PowerPaint,
Outlook) or Google
Workspace (Docs, Sheets,
Slides, Gmail).

E

Application form/Interview

Demonstrable
understanding of basic
financial administration,
including processing
invoices and using budget
monitoring tools.

E

Application form/Interview

Ability to work effectively
as part of a team and
independently.

E

Application form/Interview

Strong organisational and
administrative skills.

E

Interview
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Ability to manage
workload, prioritise tasks,
and meet deadlines.

E

Interview

Ability to work flexibly,
including occasional travel
within Kent and Medway.

E

Application form/interview

Personal qualities

Commitment to MACA’s
values and equal
opportunities

E

Application form/interview

Commitment to equality,
diversity, and inclusion.

E

Application form/Interview

Excellent written and
verbal communication
skills, with the ability to
communicate effectively
with a diverse range of
people.

E

Interview

Demonstrable experience
of coping well under
pressure and difficult
situations, able to identify
and act on own
development needs.

E

Application form/interview
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To Apply:

Please complete the application form outlining your suitability for the role, addressing the
person specification and send your application to info@macacharity.org.uk by Friday 23™
May 2025 at 5pm

Equal Opportunities:

MACA is an equal opportunities employer and welcomes applications from all sections of the
community.


mailto:info@macacharity.org.uk

