
   

 

 

Office Administrator role – 20-25 hrs per week – FT equivalent from 
£24,000 
 
Moretonhampstead Development Trust, is seeking an enthusiastic, diligent and motivated Office 
Administrator to work as part of the whole Trust group, which includes Wellmoor and Green Hill Arts.  
  
The Trust is a registered charity, established to cater to our community’s wants and needs, and drive 

change and the Trust team work hard to ensure Moretonhampstead is a flourishing, dynamic place to live 

and visit, where every person feels included and supported. For the past 25 years, MDT has been providing 

facilities and services for Moretonhampstead and its surroundings and supporting groups and 

organisations that are making a positive impact.   

 

Further information about the Trust can be found at: 
https://www.moretonhampstead.org.uk  
https://www.greenhillarts.co.uk 
https://www.wellmoor.org.uk 
  
Purpose of the post 
To ensure the smooth running of the Trust group and be the central point of contact; we are ideally looking 
for the office administrator to be in the office 20-25 hrs spread over 5 days).  
This role is for someone who is methodical and organised but also passionate about the local area and 
wants to be part of a team dedicated to making a difference to the community of Moretonhampstead.   
  
Job Description 
This job description is a guide to the nature of the work. It is not wholly comprehensive or restrictive and 
may be reviewed as required; other responsibilities may be added depending on experience and need. 
  

• Meetings administration; includes managing committee/board/AGM meeting diaries, preparing 
paperwork, attending the AGM and board meetings, taking minutes at the AGM and board meeting 
(board meetings and AGM  take place in the evening) 

• insurance, risk assessments, Trust policy amendments, procedures and compliance – with guidance 
from the finance manager 

• Ensuring all trustees, staff and volunteers are aware of and follow the Data GDPR & IT policy, the 
Health & Safety policy procurement policy and risk assessment guidance.  

 

• Volunteer main point of contact and responsible for ensuring the volunteers are up to date on their 
training and Trust policies and procedures  

• Creating the volunteer rotas for the gallery shop (the rotas for the volunteers for other areas of the 
Trust sit with the relevant project managers) 

https://www.moretonhampstead.org.uk/
https://www.greenhillarts.co.uk/
https://www.wellmoor.org.uk/


 

 

• Supporting the team with events and workshops (helping set up room for events/workshops and 
turning on room heating etc.) 

  

• Handle all exhibition specific administration. This can include tasks such as labelling, price lists and 
numbering, printing of handouts, event licences, private view planning, order bar supplies), with 
guidance from the arts officer and curator 

• Stock management/labelling/reports for the gallery shop, with guidance from the arts officer and 
curator 

• Manage the till/reconciliation/reports for the gallery shop and train and assist the shop volunteers  
  

• Website management – ensure the three Trust websites and the Visit Moretonhampstead website 
are current and up to date. Content will be supplied by the arts officer for Greenhill, the 
development manager for Trust, project manager for Wellmoor. You may also be involved in 
relaunching the Visit Moretonhampstead website 

  

• overseeing the schedule of maintenance -  painting/alarms/lift/fire/bins/cleaning etc– as provided 
by the finance manager, and building this to create an operations and maintenance file.   

• Monitoring the tenancy leases (office/art studios/youth club) of the Green Hill building; the 
negotiation and renewal of said leases sits with the finance officer but the office administrator is 
the first point of call for tenant’s building issues etc. 

• Manage the photocopier and stationery purchasing/budget 

• Manage the meeting room and equipment bookings and ensuring the room is ready and hirers are 
aware of their responsibilities and how to unlock and lock etc. and to be the Trust’s main point of 
contact regarding access to the building 

  
Person specification 

• Professional experience in administration 

• Financial competence 

• Excellent interpersonal and communication skills 

• Ability to work on own initiative and a drive to learn new skills  

• Excellent IT skills good knowledge of Excel and Microsoft Office 

• Familiarity with social media platforms – or a willingness to learn (managing content, monitoring 
on-line conversations, optimising profile) 

• creating and distributing content for social media profiles, monitoring online conversations  
• Great time management and organisational skills 

• Reliable, patient, flexible, keen to learn and develop, with excellent attention to detail 

• Aptitude for collaborative working, open dialogue, and non-hierarchical approaches to 
development and delivery 

• Ability to multi-task and prioritise work according to deadlines 

• A practical approach to problem-solving 

• Enthusiastic, motivated, flexible, and keen to fit in with the ethos of the Trust 
  
Equal Opportunities 
We want the Trust to be representative of all sections of society and welcome applications 
from everyone. We are committed to achieving a truly inclusive environment for 
all, providing an atmosphere where everyone can take part, learn, work and engage free from prejudice, 
discrimination, harassment and violence. 
We would be grateful if you could please complete our Equal Opportunities form.  
  



 

 

To apply 
Please send a CV including two referees and a letter of application (maximum 1.5 sides) detailing: 
• Your suitability for the position given the responsibilities outlined above 
• Relevant experience given the person specification outlined above 
• Why you want to work at the Trust. 
  
Please apply to rachel@moretonhampstead.com by 5pm on 15th March 2023. Invitations to interview will 
be sent out by 5pm on the 17th March. Interviews are planned for 20th/21st March at the Trust office. The 
appointed postholder will preferably commence duties in April 2023.  
In order we can plan an overlap with an outgoing member of staff, please indicate your availability to come 
in for familiarization/ take up the post. 
 
Contact 
If you would like to have an informal conversation about the role, please contact Rachel 
rachel@moretonhampstead.com 
  
Letting you know 
We will contact all unsuccessful candidates to tell them they have not been short-listed for interview. 
  
References  
All appointments are made subject to satisfactory references and the right to work in the UK. 
  
Caring responsibilities or other personal circumstances that may impact role and availability 
We have a flexible internal culture that gives employees control over the way they 
work and supports wellbeing. We will be as flexible as we possibly can be in terms of supporting staff to 
balance their work and their personal lives. This role comes with an expectation that the hours will be split 
over 5 days so that the Office Administrator is in the office each working day. There will be the occasional 
evening Board meeting and AGM where you will be expected to attend and to take minutes.  
We are keen to have a conversation to find practical solutions to meet candidates’ own situations whilst 
meeting the needs of the organisation.  
  
Travel to work 
We encourage the use of sustainable modes of transport and aim to reduce reliance on the private car as 
the main form of transport, whilst recognising the challenges of a rural context. We actively encourage 
sustainable transport measures such as walking, cycling 
and car sharing.  
  
Background information on the Trust  
In 2012 MDT were asset transferred the old school building from Devon County Council. A public appeal 
raised £15K locally and crucially attracted further grants from the Dartmoor Sustainable Development 
Fund, from the national Community Builders scheme, from the Regional Development Programme for 
England, and from the Heritage Lottery Fund. The school was converted and Green Hill Arts, Youth and 
Heritage Centre, which includes Dartmoor leading art gallery and shop, the Yard youth centre and local 
heritage archives, was opened. The building, run by MDT, is an open access, public space. There is a gallery 
space for the exhibition program of national artists, a central circulation area is an exhibition space for 
local artists and historical displays, a Community Archive room run by the History Society, offices for small 
businesses, and studios to support local artists. Upstairs is the Parish Council office and chambers and a 
large public meeting space. Another wing of the MDT building houses Youth Club, with its own kitchen and 
games room. 
 

mailto:rachel@moretonhampstead.com
mailto:rachel@moretonhampstead.com


 

 

Wellmoor, the health and wellbeing arm of MDT, aims to empower whole community well-being by 
pioneering innovative projects to respond to the needs of local people. They offer support across 
communities in North-East Dartmoor, including Moretonhampstead, Chagford and Okehampton. Its 
activities include an online social and activity group and one to one help for improving online skills for 
residents. It has continued to steer the community allotment. 

 

Greenhill Arts, one of Devon's most prominent Art Galleries, Green Hill is attracting the attention of some 
of the most respected South West Artists. Names such as Peter Randall-Page, Susan Derges, and Peter 
Stiles have become synonymous with Green Hill over the last five years having exhibited in the Gallery's 
large attractive contemporary space and supported Green Hill’s developing programme.  

 

The Trust see that community development is multi-layered, encompassing not just social, but also 
economic, cultural and environmental concerns, and that harnessing community energy is vital to creating 
success in all these areas. More and more, it is up to community businesses, social enterprises and 
voluntary organisations to deliver social change.  

  

https://www.wellmoor.org.uk/


 

 

Moretonhampstead Development Trust Equal opportunities form  
 

Here is our equal opportunities form, made with the help of the Government Equalities Office and the 
Equality and Human Rights Commission. Please submit with your application – this is confidential and will 
not sit with your application for interview.  

 

https://www.gov.uk/government/organisations/government-equalities-office
https://www.equalityhumanrights.com/en

