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Dear Applicant

Thank you for your interest in applying for a post with Dundee International Women’s Centre (DIWC).

Please find enclosed the following documents: 

· Background and History of DIWC
· Advice on completing the Application Form
· Job Description and Person Specification

Please do not send a curriculum vitae as this will not be considered. 

Please note, all applications and relevant recruitment documents will be held confidentially and destroyed after 3 months, apart from application documents relating to the successful candidate.

Your completed application should be submitted via email by sending it to mail@diwc.co.uk. 

Closing date for applications is Monday 21st September 2026 at 12pm. Please note that applications submitted after this date and time will not be accepted.

Interviews will be on Thursday 1st October 2026 at the Centre.  Applicants selected for interview will be notified by Friday 25 September 2026.

We look forward to receiving your completed application form. 

DIWC is committed to an inclusive recruitment process. If you require the recruitment pack in an alternative format or need a reasonable adjustment at any stage of the application or interview process, please contact mail@diwc.co.uk 

Right to Work in the UK: Applicants must have the legal right to work in the United Kingdom at the time of application. Dundee International Women's Centre is unable to sponsor visa applications or provide sponsorship under the Skilled Worker route for this position. Proof of the right to work in the UK will be required before any offer of employment is confirmed.


Yours sincerely

Kristina Piggott	
Chief Executive Officer 





Background of Dundee International Women's Centre (DIWC)

DIWC has been in existence for over 57 years and aims to promote and create opportunities for women's social, political and economic inclusion and the advancement of education. The Centre has developed extensive expertise in supporting women, particularly those from minority ethnic communities, living in Dundee and the surrounding areas. DIWC delivers a wide range of educational, social, recreational and wellbeing activities that empower women to reach their full potential.

DIWC reviews its aims and objectives on an annual basis, setting out clearly the work of the Centre for the forthcoming year. In order to ensure the effective implementation of these objectives each staff member is expected to contribute to the planning process and to prepare and work to an individual work plan in relation to their key areas of work.
Our Values - Trust • Respect • Support • Equality • Approachability

These values underpin everything we do and all staff are expected to demonstrate them in their day-to-day work and interactions with colleagues, learners, volunteers and partners.

	Post Title:
	Receptionist/Administrative Worker 

	Responsible to:
	Administrator 

	Salary:
	£14.11 per hour, approximately £25,680 per annum based on 35 hours per week.

	Contract:
	Fixed-term contract until 31 March 2027. 
The post is currently funded until this date. Any extension beyond 31 March 2027 will be subject to funding being secured.

	Hours of Work:
	35 hours per week, Monday to Friday, 9.00am to 4.30pm, including a 30-minute unpaid lunch break. This is a centre-based role. Occasional evening and weekend work may be required, with reasonable notice, to support DIWC events, activities and organisational requirements.

	Location:
	Dundee International Women’s Centre. 
9 Morgan Street, Dundee, DD4 6QE 
This is a centre-based role. 
Due to the nature of the services provided, regular on-site attendance is required and full-time remote working is not suitable for this position.

	Main purpose:
	To provide a professional, welcoming and inclusive reception service and high-quality administrative support that contributes to the effective day-to-day operation of DIWC.

	Closing Date:
	Monday 21st September 2026 at 12 noon
Applications received after this time will not be considered 

	Holidays:
	38 days annually for full-time employees, comprising 31 days of annual leave and 7 bank holidays (pro rata for part-time employees).

	Pension:
	Employer contribution at 3%

	PVG
	This is a regulated role. Any offer of employment will be conditional upon satisfactory membership of the Protecting Vulnerable Groups Scheme and any other required pre-employment checks.

	Offer of Employment:
	Any offer of employment will be subject to satisfactory references, evidence of the right to work in the UK and any disclosure or qualification checks required for the role.




Due to the nature and context of the work, being a woman is an occupational requirement for this post under Schedule 9, Part 1 of the Equality Act 2010. The position is therefore open to women only.

	





ADVICE ON COMPLETING YOUR APPLICATION FORM

As part of DIWC's commitment to equality of opportunity, all candidates are treated fairly and consistently throughout the recruitment process. Application forms are the only basis on which the initial shortlisting decisions are made. 

Therefore, only the information provided within the application form and any continuation sheets can be considered.

It is important that you provide sufficient information about your skills, knowledge and experience to demonstrate how you meet the requirements of the role.

The following guidance is intended to help you complete your application effectively.

1. Read the recruitment pack carefully - Please read all of the information provided, particularly the Job Description and Person Specification. These documents outline the duties of the role and the skills, knowledge, experience and attributes that the shortlisting panel will assess.

2. Complete the "Why are you suitable for this position?" section fully - This section is your opportunity to explain why you are suitable for the role.

It is not enough simply to state that you have experience. You must provide specific examples that demonstrate your skills, knowledge and achievements.

Relevant examples may come from paid employment, volunteering, education, training, caring responsibilities or other life experiences that have helped you develop transferable skills.

Applications that do not demonstrate how the essential criteria are met may not be shortlisted.

Applications will be anonymised before being provided to the shortlisting panel and scored consistently against the essential criteria in the Person Specification. Desirable criteria may then be used where required to distinguish between applicants who meet the essential requirements.

3. Do not send a CV - Please do not submit a CV either in addition to or in place of the application form. CVs will not be considered as part of the shortlisting process.

4. Complete all sections of the application form - All applicants must complete every section of the application form. Incomplete applications may not be considered.

5. Submit your application on time - Completed applications must be received by the stated closing date and time. Applications received after the deadline will not be considered.

6. References - If you do not wish one or more of your referees to be contacted before interview, please indicate this on the relevant section of the application form.

Please note that it is DIWC's policy not to make a formal offer of employment without obtaining satisfactory references.

7. Use of Artificial Intelligence (AI) - You may use AI tools to help you structure or check your application. However, the content must be accurate, reflect your own experience and be written in your own voice. AI-generated content must not include false, exaggerated or misleading information. You may be asked to discuss or expand upon the examples in your application during the interview.

8. Questions - If you have any questions about the application form or recruitment process, please contact: mail@diwc.co.uk



JOB DESCRIPTION

Job Purpose and Main Duties

The Receptionist and Administrative Worker is the first point of contact for learners, members, volunteers, visitors, partner organisations and members of the public accessing Dundee International Women's Centre (DIWC). The post holder will provide a professional, welcoming and inclusive reception service, ensuring a positive experience for all users of the Centre.

The Receptionist and Administrative Worker will support the smooth day-to-day operation of DIWC by providing high-quality administrative, reception, customer service and facilities support to staff, volunteers and learners. The role includes maintaining accurate records, supporting monitoring and evaluation requirements, assisting with financial administration, managing databases and digital systems, and helping ensure compliance with organisational policies and procedures.

The post holder will demonstrate a strong commitment to equality, inclusion and empowerment and will work sensitively and respectfully with women, children and families from diverse cultural, ethnic, linguistic and social backgrounds.

MAIN DUTIES
Reception and Customer Service
· Provide a professional, friendly and welcoming reception service to learners, members, volunteers, visitors, contractors and partner organisations.
· Act as a first point of contact for all enquiries, responding appropriately in person, by telephone and by email.
· Direct visitors to the appropriate member of staff, class, service or crèche provision.
· Support and show new and existing members around the Centre and provide information regarding DIWC services, programmes, classes and activities.
· Respond sensitively and appropriately to enquiries from women seeking support and signpost them to the relevant member of staff or service.
· Ensure all visitors, learners and volunteers sign in and out of the Centre and maintain accurate records for health and safety and fire evacuation purposes.

Administration and Information Management
· Provide administrative support to the wider staff team, volunteers and learners as required.
· Maintain accurate electronic and paper records relating to centre activities, learners, volunteers, events and service delivery.
· Maintain databases and management information systems, ensuring information is accurate, up to date and recorded in accordance with organisational procedures.
· Input learner, member and crèche information accurately onto relevant databases and systems.
· Support the collection, recording and reporting of monitoring and evaluation information required by funders, regulators and the organisation.
· Assist with the administration of learner enrolments, registrations, attendance monitoring and course records.
· Open, distribute and respond to incoming emails and correspondence as required.
· Create, maintain and update centre registers, timetables, signage, displays and information materials.
· Prepare publicity materials, learner resources and promotional materials using relevant software systems.
· Undertake printing, photocopying, scanning, laminating and document preparation.
· Maintain effective electronic filing systems and support records management processes.
· 
Digital Systems and Microsoft 365
· Utilise Microsoft 365 systems including Outlook, Teams, SharePoint, OneDrive, Word, Excel and Forms as part of the day-to-day administration of the Centre.
· Update and monitor Outlook calendars, room bookings and shared organisational calendars.
· Assist staff and learners with basic use of digital systems where required.
· Ensure the secure handling, storage and sharing of information in accordance with data protection legislation and organisational policies.

Facilities and Centre Coordination
· Assist in ensuring that DIWC remains a safe, welcoming, organised and attractive environment for all users.
· Coordinate the ordering, storage and replenishment of office, classroom, kitchen and cleaning supplies.
· Support room bookings, room set up and event preparation.
· Report maintenance issues and liaise with contractors, suppliers and service providers as directed.
· Undertake routine building administration tasks including meter readings, stock monitoring and facilities record keeping.
· Assist with health and safety procedures and compliance checks, including fire safety monitoring and maintaining associated records.
· Support with the organisation and upkeep of reception displays, noticeboards, staff information boards and centre communications.

Financial Administration
· Receive and process payments for membership fees, classes, activities and events by cash, card or other approved methods.
· Maintain accurate records of income received and petty cash transactions in accordance with DIWC financial procedures.
· Provide administrative support to the Finance and Operations functions including processing receipts, invoices and supporting documentation.
· Maintain financial records accurately and confidentially to support audits, inspections and funder requirements.

Programme and Service Support
· Support the administration of Success to Work, learning programmes, community activities and volunteer programmes.
· Provide administrative support to the Crèche service including enquiries, bookings, attendance records and associated paperwork.
· Assist with the administration of the Lunch Club and other organisational programmes as required.
· Support staff in the coordination and delivery of events, workshops, meetings and community activities.

Training, Compliance and Safeguarding
· Undertake all mandatory training required for the role including health and safety, safeguarding, child protection, adult protection, equality and diversity, GDPR, first aid and other training identified by DIWC.
· Maintain knowledge of and comply with all DIWC policies, procedures and guidance.
· Work in accordance with relevant legislation including data protection, safeguarding, health and safety and equality legislation.
· Promote the values of Dundee International Women's Centre and contribute to an inclusive and respectful working environment.

General
· Demonstrate a commitment to equality, inclusion, empowerment and respect in all aspects of the role.
· Work collaboratively with colleagues, volunteers, learners and partner organisations.
· Carry out any other duties commensurate with the grade and responsibilities of the post as reasonably required by the Administrator, Operations Team or Chief Executive Officer.

Other Duties

This job description is a broad description of the post at the date of preparation. It is not an exhaustive list of all possible duties and it is recognised that jobs change and evolve over time. Consequently this is not a contractual document and the post holder will be required to carry out any other duties of an equivalent level that are necessary to fulfil the purpose of the job.
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Receptionist and Administrative Worker
PERSON SPECIFICATION

Professional Education and Qualifications
	Essential
	Desirable

	National 5s, Highers or equivalent qualifications, including English.
	HNC Administration and Information Technology or equivalent qualification.

	Relevant qualification or equivalent practical experience in administration, reception, customer service or office support.
	Customer Service Qualification.

	Good standard of written and spoken English.
	First Aid qualification.



Relevant Work Experience
	Essential
	Desirable

	Experience of working in a reception, administration, customer service or office-based role.
	Experience working within a charity, community, education or voluntary sector organisation.

	Experience of dealing effectively with members of the public and providing excellent customer service.
	Experience supporting volunteers, learners or community programmes.

	Experience of accurately maintaining electronic and paper records and using databases or management information systems.
	Experience using SharePoint, Teams, OneDrive or Microsoft Forms.

	Experience using Microsoft Office 365 including Outlook, Word and Excel.
	Experience supporting monitoring and evaluation activities or funder reporting requirements.

	Experience handling confidential and sensitive information.
	Experience of following financial procedures within a charity or similar organisation, including cash handling, petty cash, income records, receipts or invoice processing.

	Experience processing payments, handling cash or maintaining simple financial records.
	Experience of organising events, room bookings or facilities administration.

	Experience using email and telephone systems in a professional environment.
	Experience of using a CRM, learner-management or charity monitoring system.




Skills and Knowledge
	Essential
	Desirable

	Strong customer service and interpersonal skills.
	Experience of using Canva or similar design software to create clear and accessible publicity materials.

	Strong written and verbal communication skills.
	Experience preparing publicity, marketing or social media content.

	Excellent attention to detail and accuracy.
	Knowledge of WordPress or website content management systems.

	Good organisational and time management skills.
	Knowledge of safeguarding administration within a community or childcare setting.

	Ability to prioritise workload and meet competing deadlines.
	Fire Warden training.

	Ability to work independently and use initiative when required.
	Understanding of charity governance and third sector working practices.

	Good IT and digital skills.
	Ability to communicate in one or more community languages in addition to English, relevant to the women and communities DIWC supports.

	Understanding of GDPR, confidentiality and data protection requirements.
	Knowledge of cultural issues affecting women from diverse communities.


	Ability to maintain accurate records and filing systems.
	

	Understanding of health and safety responsibilities within a workplace environment.
	

	Ability to work sensitively and respectfully with women from diverse backgrounds and experiences.
	




Personal Qualities
	Essential
	Desirable

	Friendly, welcoming and approachable manner.
	Experience of working within a multicultural environment.

	Excellent team worker who can build positive relationships with colleagues, learners and volunteers.
	

	Ability to remain calm under pressure and deal with sensitive situations professionally.
	

	Motivated, reliable and able to demonstrate initiative.
	

	Strong commitment to equality, diversity and inclusion.
	

	Commitment to demonstrating DIWC’s values of trust, respect, support, equality and approachability in all aspects of work.
	

	Flexible and willing to undertake a varied workload.
	

	Willingness to learn and adapt to new systems, procedures and technologies.
	



Additional Job Requirements
	Essential
	Desirable

	Must be a member of the PVG Scheme or willing to join, with a satisfactory Scheme Record.
	Additional safeguarding training.

	Willingness to undertake mandatory training including safeguarding, health and safety, GDPR and equality training.
	

	Willingness and ability to work occasional evenings and weekends, with reasonable notice, as required by the role.
	

	Flexibility to adjust working hours on occasion to meet the needs of the organisation. 
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