
The Cotswold Canals Trust 
 

Administrator - Job Specification 
 

1 Title: Administrator 

2 Employer: The Cotswold Canals Trust (“The Trust”) 

3 Reporting to: The Trust Chairman and the Chairman of its subsidiary, the Cotswold 
Canal Trading Company (“the Trading Co”). Line manager the Treasurer. 

4 Role: 

(brief description of job’s 
function) 

The role of the appointee would be to provide wide ranging administrative 
support to the Trust, the Trading Co and the Officers of both. 

 

5 Responsible for: a) Providing day-to-day administrative support to the Trust/Trading Co 
encompassing support for The Chairman, Chief Executive (of the Trust), 
Treasurer, Trust Council Members/Directors and its Officers 

b) Book-keeping and assisting the Treasurer in producing management 
and annual accounts including the posting of Sage 

c) Handling cash and dealing with banking and other finance matters  

d) Being the primary point of contact for general enquiries relating to the 
work of The Trust and those seeking information about The Cotswold 
Canals to include dealing with telephone and email enquiries to the Trust 
office and visitor centre 

e) Minutes Of The Trust Council and Trading Co Board Meetings 

f) Providing administrative support for other bodies and committees where 
the Trust or Trading Co is responsible for such a role 

g) Assisting in fund raising initiatives 

 

This is not intended to be a comprehensive list and the Trust would expect 
the appointee to be flexible in their contribution to the efficient running of 
the Trust 

6 Interfacing with: 

 

(List of functions that the job 
has regular, direct reporting 
to, from or liaison with) 

The Trust and Trading Co Chairman 

The Trust Council(elected Directors) and Officers 

Trust Members & supporters 

Volunteers and visitors to the Trading Company’s visitor centres 

Grant giving bodies 

Navigation Authorities, Local Authorities and other members of the 
Cotswold Canals Partnership 

Landowners and others with an interest in the Cotswold Canals 

The general public 

 



The Cotswold Canals Trust 
 

 

Administrator - Job Specification (continued) 

 

7 

 

Location and hours of work The position is mainly based in the Trust’s Office which is currently located 
within the visitor centre at Bell House, Wallbridge, Stroud although there 
may be occasions to travel to other locations, as necessary. 

 

The number of hours per week will be 40 on average. We envisage this 
being covered by two individuals through a job share arrangement with 
one individual working a larger share of the hours, say for example 30 
hours a week, and a second individual working the balance of the hours. 
The days and times of the hours to be worked are to be agreed with the 
Chairman. 

Some flexibility would be required to cover holidays. 

 

The appointee working the greater number of hours will be expected to be 
in the office from 9.00am to 3.00pm Monday to Friday unless instructed 
otherwise. 

 

The appointees will be expected to attend and take minutes at the monthly 
Trust Council meetings/quarterly Trading Co board meetings, which are 
usually evenings. 

 

 



The Cotswold Canals Trust 
 

 
Cotswold Canals Trust – Administrator 

 
Person Specification 

 

 Essential Desirable 

 
Skills, Experience & 
qualifications 

 
Ability to efficiently carry out a wide 
range of administrative functions 
 
Experience and ability in using 
Sage accounting software 
 
Computer literate – able to use 
email, Microsoft Word, Microsoft 
Excel and other software 
applications 
 
Self-motivation, can-do-attitude and 
ability to organise self and others 
 
Good communication skills and 
command of written English 
 
Ability to get along with a wide 
range of people of all ages and 
backgrounds 
 
A good telephone manner 
 

 
An interest in the Cotswold Canals 
Project 
 
 
Experience or an interest in fund 
raising projects 
 
Creative abilities (for the design of 
brochures etc) 
 
 
Minute taking skills 
 
 

 
Other considerations 
 

(location, travel, permanent, 
temporary, full/part time, etc) 

 
This is a permanent appointment 
currently based in or around Stroud 
 
It is envisaged that the post is 
covered by two part time individuals 
 
Notice period is one month 
 

 
Ability to drive would be a major 
advantage 
 
 
The number of hours per week may 
need to be increased if 
growth/development of the Trust 
dictates 
 

 
Package Offered 

 
Salary: £19,552 per annum for 40 hours per week, on average. 
           Equivalent to £9.40 per hour 
 
Holiday: 25 days + public holidays pro-rata 
 
Mileage rate: <4000 miles/year 40ppm; >4000 miles/year 22.5ppm 
(excludes travelling between home and office) 
 

 


