
 
 
 
The Disability Syndicate, an organisa�on providing a number of disability 
related services, is seeking to recruit administra�ve support for Senior 
Managers of 2 of its member organisa�ons;  Disability Direct  and  Nimbus 
Disability . 
 
Based at the Head Office on Pride Park in Derby, the role will consist of 
telephone and IT based administra�on and customer support on the 
Access Card  scheme run by Nimbus Disability. Personal Assistant 
ac�vi�es will include general office administra�on, minute taking and 
providing admin support to two senior managers. 
 
The successful candidate will be able to demonstrate excellent 
administra�ve and IT skills and be able to present themselves in a 
personable and professional manner. 
 
You can find a full copy of the Job Descrip�on and Person Specifica�on at 
h�p://www.nimbusdisability.com/blog/  
 
Please submit your CV with a covering le�er / email detailing how you 
meet the person specifica�on to  Mar�n@nimbusdisability.com  or post 
to Nimbus Disability, 20 Royal Scot Road, Pride Park, Derby, DE24 8AJ. 
 
Deadline for submi�ng CV’s is 5pm, 6th April 
Interviews will be held on the 17th April 

  

http://www.disabilitydirect.com/
http://www.nimbusdisability.com/
http://www.nimbusdisability.com/
http://www.accesscard.org.uk/
http://www.nimbusdisability.com/blog/
mailto:Martin@nimbusdisability.com


Job Description 
 
1. Post Details 
 
Job Title: PA to Senior Management 
 
Hours: 37 hours weekly Mon-Fri.  Evening and 

weekend work will be necessary 
occasionally. No over�me will be paid, 
but �me off in lieu can be taken as 
agreed with the line manager 

 
Salary: £17,328 pro rata  
 
Probationary Period: Three months 
 
Notice to Finish: One week during the first year, 4 weeks 

therea�er 
 
2. Supervisory Responsibilities 
 
To Whom: Disability Direct, Management 

Commi�ee 
Disability Direct, Chief Execu�ve  
Nimbus Disability, 
Managing Director  
 

For Whom: Volunteers, trainees and placements. 
 
 
3. Purpose of Post 
 
To provide administra�ve support to Senior Managers as and when 
required to support with the efficient delivery of services and 
organisa�onal processes. 
 
To include provision of administra�on support of the Access Card scheme 
run by Nimbus Disability 
 
 
 
 



4. Main Responsibilities & Duties of the Post 
 
a) Support Managers with du�es including filing, typing, issuing 

le�ers, cheques, note taking, telephone calls, message taking, 
crea�ng files, monitoring and recording cash payments received 
etc 

 
b) Provide a minute taking func�on at mee�ngs as required, 

including full board and Management Commi�ee mee�ngs 
 
c) Provide administra�on of the Access Card Scheme 

 
d) Provide full cover for the Recep�onist in their absence and 

ensuring daily du�es are covered 
 

e) To work closely with other colleagues at Disability Direct and 
Nimbus Disability to ensure that their projects can be promoted to 
service users 
 

f) Occasionally suppor�ng staff with roadshows, exhibi�ons and 
events 

 
g) Observe and implement all organisa�onal policies and procedures 
 
h) Undertake personal learning relevant to the post as required. 
 
i) Provide regular reports and any sta�s�cal informa�on as 

requested 
 

j) A�end mee�ngs as required 
 
 
The par�cular du�es and responsibili�es of this post may vary from �me 
to �me without changing the general character of the du�es or level of 
responsibility involved. 
 
 
 

 
 
 
 

 
  



Person Specification 
 

Essential Skills 

 
1. Must have an excellent telephone manner 

2. Must have excellent communica�on skills – verbal and wri�en 

3. Must have excellent IT skills in Microso� Office (or equivalent) 

4. Must have excellent organisa�onal skills 

5. Must have an empathe�c nature when dealing with customers  

6. Must be able to work well in a team and also using own ini�a�ve 

when necessary 

7. Must be proac�ve in seeking du�es which require administra�ve 

support 

 
 

Desirable 
 
1. Experience or awareness of disability issues including an in-depth 

understanding of the social & medical models of disability 

2. Familiarity with the Chrome opera�ng system 

3. Experience using Wordpress 

4. Be a driver with access to own transport 

 
 
 


