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Role Information

Role title:			Office Administrator

Location:	Chilterns Conservation Board, The Lodge, 90 Station Road, Chinnor, Oxon, OX39 4HA

Salary:			£33,000 per annum depending on experience 

Benefits: 	Package includes local authority pension and access to healthcare scheme

Hours:  	Full time 37.5 hours per week 

Contract type:		Permanent

Reports to:			Head of Operations

Responsible for:		No line management responsibilities


About the Role 

This is a new role which provides a rare and exciting opportunity to join a multi-disciplinary team working in one of the country’s finest and most accessible protected landscapes. 

The Chilterns Conservation Board (CCB) is a statutory body established by Parliamentary Order in 2004. It is one of only two Conservation Boards in the country set up so far under the Countryside and Rights of Way Act 2000. Our primary role is to promote the conservation and enhancement of the natural beauty of the Chilterns AONB, now known as the Chilterns National Landscape. Where it is compatible with that role, we also promote the understanding and enjoyment of its special qualities, and in partnership with others seek to foster the economic and social well-being of local communities.

As a key member of a small operations team the successful candidate will have the opportunity to deploy their skills across a broad range of areas, building relationships and working with the entire staff team as well as our Board Members. 

We are seeking a highly motivated, enthusiastic and dynamic individual who can think strategically but is also a practical completer-finisher and an effective team player who has a passion for supporting people to work to the best of their abilities.

You will be highly organised with an eye for detail but above all be someone who is resourceful and a proactive and confident problem solver who enjoys working across multiple areas at the same time.


Role Purpose
You will be responsible for ensuring the effective and efficient operation of the Chilterns National Landscape (CNL) office across the following functional areas: IT, HR, Office Management, Facilities Management, Health & Safety (office only) as well as supporting the Board and committees and providing targeted support to the Chief Executive. 

Key to the role will be the provision of effective administrative support across these areas including ensuring the day-to-day functioning of associated systems, processes and ways of working. The post-holder will need to have an ability to take the initiative and identify improvements in the way we operate, working collaboratively across the whole staff team, balancing competing workloads and deadlines.

Working closely with the Operations Team you will embed transformation and improve ways of working, helping to ensure that we provide an environment that enables the staff team to work in the most effective way. You will also work closely with the Chief Executive supporting initiatives in areas such as staff health and wellbeing, and with the Board and its committees to ensure that they run smoothly and efficiently.

Key Accountabilities
· Office Management: Improve and embed effective office management systems, processes and procedures and support the Head of Operations in change and transformation activities

· Information Technology: Act as the organisation’s IT Lead; being the main contact for our external IT provider and Data Protection Officer, managing day to day IT needs and wider IT compliance as well as supporting the embedding of policies and procedures in this area

· Human Resources: Lead on day-to-day HR administration including recruitment, onboarding and offboarding as well as maintaining personnel files and supporting safeguarding administration

· Governance Support: Provide support to the Board and committees including setting up meetings, booking venues, circulating agendas and papers, organising meeting logistics and catering

· Chief Executive Support: Provide administrative support to the Chief Executive, such as organising meetings, carrying out research and gathering information

· Staff Meetings and Events: Lead on organising logistics for staff events and meetings (including booking venues, ensuring audio visual equipment is working, recordings and agendas are circulated and staff notified

· Office Facilities: Ensure that office facilities and equipment are properly maintained and repaired, including managing contractors / service providers (such as gardening, cleaning and waste collection)

· Health & Safety: Lead on ensuring health & safety in the office environment, including undertaking risk assessments and organising fire and electrical safety testing

· Office Administration: Manage all administration for the office including ensuing that information, such as internal contact lists, are up to date along with providing general admin support as required. Handle book orders, process incoming and outgoing mail and procure office supplies

· Office Costs: Support the Head of Operations in budgeting and monitoring office operational costs, including transactional approvals in line with organisation policies and procedures

How to Apply

To apply for this role, please download the application form, together with the equal opportunities monitoring form. Completed forms should be emailed to: office@chilterns.org.uk

The closing date for applications is 5pm on Friday 22nd May 2026.

Successful candidates are expected to be invited to interviews held in the weeks commencing 1st or 8th June 2026. 

Applicants must be willing to undergo screening appropriate to the post, including checks with past employers.

For further information or informal discussion please contact: Andy Brock-Doyle, Head of Operations (abrockdoyle@chilterns.org.uk)


This job description does not constitute the terms and conditions of employment. It is provided only as a guide to assist the employee in the performance of their job. The job description is not intended to be an inflexible or finite list of tasks and may be varied from time to time following discussion with the post holder.






Person Specification

	Qualifications

	Essential
· IT administration qualifications or equivalent experience
Desirable
· Educated to degree level or equivalent experience 
· HR administration qualifications (such as CIPD level 3), safeguarding training or equivalent experience 
· Health & Safety level 2 qualifications


	Experience and Knowledge

	Essential
· Experience in an Office Administrator or similar role in a small or medium sized organisation 
· Experience of undertaking IT related systems administration (e.g. managing users in Microsoft 365)
· Experience of managing effective relationships with third party providers (e.g. external IT support organisation)
· Experience of working closely with people at different levels of an organisation
· Experience of working collaboratively in a multi-disciplinary team 
· Experience of working with Microsoft Office products as well as Sharepoint and Teams

Desirable
· Experience / knowledge of HR and health & safety 
· Experience of providing executive support to senior staff 
· Knowledge of Board level governance and support requirements 

	Skills and Abilities

	Essential
· Adept at problem solving and identifying opportunities to improve ways of working 
· Skilled at balancing workloads across multiple areas with competing deadlines 
· Highly organised with clear attention to detail and an ability to deliver tasks to a high standard 
· Excellent verbal and written communications skills and an ability to liaise effectively with colleagues 
· Able to work effectively with limited supervision as part of a small dynamic team with a broad remit and comfortable using own initiative
· Strong inter-personal skills and an ability to develop excellent working relationships
Desirable
· Excellent IT skills (especially in relation to Microsoft products and Sharepoint / Teams)
· Able to produce clear and effective internal communications material

	Personal Qualities


	Essential
· Discrete and able to maintain confidentiality
· Confident and resourceful
· Reliable and trustworthy 
· Flexible and adaptable in approach to work
· Self-reliant and resilient with an ability to thrive in a changing environment with shifting priorities
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