
For Life Thailand 

Office Administrator 

 

Location: South Norwood SE25. Some home-based work is possible. 

Hours: 8 hours per week (1 day or 2 mornings/afternoons) 

Salary: £21,450 pro rata  

Start date: As soon as possible  

 

About Us: 

For Life Thailand is a small London-based charity working to support Thailand’s most 

vulnerable children. In association with our partner organisation in Thailand, we provide 

life-changing services to children with disabilities and their families.   

For Life raises funds and develops exciting partnerships and networks to raise awareness 

of the cause and advocate for change. We also recruit, screen and train professional 

volunteers to deliver much-needed services for children with disabilities in Thailand.  

 

Job Purpose: 

To support the Managing Director in administrative duties to assure the smooth running 

of the charity’s London office and to help increase charitable donations through donor 

stewardship.  

 

Role Responsibilities:  

- Processing postal donations and banking cheques/cash received; 

- Processing online donations and gifts from external platforms (i.e. JustGiving, 

Facebook etc.); 

- Donor support and communication, including answering email queries, writing 

thank you letters etc.;  

- Managing the charity’s database and keeping it up-to-date; 

- Running reports from the database to assist with analytics; 

- Preparing data for Gift Aid claims for HMRC; 

- Inputting data into the charity’s accounting software (QuickBooks); 

- Supporting community fundraising activities with operational administration, such 

as distribution of fundraising materials, engagement with schools, churches etc.; 

- Minute-taking at quarterly Trustee meetings; 

- Arranging Trustee meetings – including booking venues and transport where 

required and circulating paperwork. 



Person Specification: 

We are looking for a motivated, highly organised and efficient individual to support the 

running of the charity office in south London. The successful candidate must be 

experienced in an office environment and have some previous experience of minute-

taking and finance administration (i.e. processing donations). They must be quick to learn 

new systems and software and have a “hands-on” approach to operational duties and 

administrative tasks.  

 

Key Skills: 

- Previous experience in office administration and/or in the charity sector. 

- Basic accounting and/or book-keeping skills preferred but not essential. 

- Excellent computer skills and the ability to learn new online platforms and 

software. 

- Highly organised and efficient with excellent attention to detail. 

- Be able to work with discretion, integrity and confidentiality. 

- Have good written and communication skills and demonstrate this is letter-writing 

and minute-taking. 

- Commitment to work within the aims, values and ethos of the charity. 

- Positive and enthusiastic. 

- Flexible and able to take on a variety of different tasks and projects. 

- Happy to work in a small, hands-on team. 

Please note: Appointment is subject to a satisfactory Enhanced DBS check. 

 

To Apply:  

To apply please email info@forlifethailand.org and attach a CV and 1-page covering letter.  

Applications close on Friday 2nd October 2020 at 17:00. Interviews will take place (via 

Zoom) shortly after the closing date.  

For more information visit www.forlifethailand.org/jobs or email info@forlifethailand.org  
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