JOB DESCRIPTION
Job Title: Oﬃce & Schools Administrator.
Hours: PART-TIME (14 - 21 hours).
Location: Visible Oﬃces, Salford.
Salary: £1o per hour.

Job Purpose.
Increase capacity of the organisation to grow and develop by providing administrative support where
required. We are a growing team seeking administrative for a number of areas of our work, but with a
particular focus on oﬃce and schools-related administration.
This is a part-time role (14 - 21 hours per week), with flexible working hours (ie. split across mornings and
afternoons).

Main Responsibilities and Duties.
Oﬃce Administration.

Provide varied administrative support to the Naked Truth team, including:
• Administrating postage and mail-out campaigns.
• Donor Care admin, including processing donations, managing and updating donor data using our CRM
database (Salesforce), and thanking and updating supporters.
• Manage centralised bookings of workshops and lessons.
• Process book orders placed through our resources website.
• Manage oﬃce supplies and facilities, such as printing, stationery, postage and internet.
• Assist with organising events and publicity when needed.
• CEO support, including diary management, arranging travel and accommodation, and producing
reports from our database when requested.

Schools Administration.
Provide administrative support to enable and grow Naked Truth’s programmes in schools, including:
• Liaising with schools and contractors with regards to bookings.
• Maintaining our current database of schools, keeping them engaged and on board by telephone and
email contact.
• Liaising with Bookkeeper to raise invoices for schools.
• Being an ambassador for Naked Truth, promoting our excellent schools content and resources, to
inspire new schools to engage with our work.

General.
• Enter fully into the team life of Visible Ministries, including a willingness to take part in and lead
spiritual activities such as team prayer and Bible study.
• Be an advocate for the charity externally and be an ambassador for Visible Ministries and Naked Truth
Project.
• Identify personal funding sources and seek contributions to the charity.

• Undertake any other reasonable duties, commensurate with the level of the post, as deemed
appropriate by the CEO.
• Willing and able to work during occasional evening or weekend events.

Person Specification.
Essential.
•
•
•
•
•
•
•
•
•
•

A high standard of written and verbal communication skills.
Accuracy and attention to detail.
Proven organisational and planning skills.
Excellent time management skills with the ability to prioritise workload.
Ability to work to deadlines, targets and within agreed budgets.
Excellent interpersonal skills.
A confident approach to working with external contacts.
General proficiency in Microsoft Oﬃce programmes.
Able to take the initiative to change and develop systems and eager to learn new skills.
Inspired by the work of Visible Ministries, supportive of and in full agreement with our Ethos
and Values.

Desirable.
•
•
•
•

More than two years’ experience in administration.
Knowledge and experience of contact data management.
Ability to drive with own transport.
Experience with project management software and cloud based storage software.

Confidentiality.
Any information relating to people contacted by or working with the Charity acquired in the
course of duty must be treated in strictest confidence and must be discussed only within the
confines of the work setting with the appropriate members of staﬀ.
Any information relating to staﬀ acquired in the course of duty must be treated in the strictest
confidence and must be discussed only with senior staﬀ members or with the line manager.
Note:
This job description is not exhaustive and amendments and additions may be required in line with
future organisational changes.

MISSIOn & vision
VISIBLE was established with 2 scriptural passages
as foundational to it’s mission and purpose.
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Our Missio

“REVEAL JESUS”

1

Therefore it’s our Vision

to

ISAIAH 40:3

In the wilderness prepare the way for the Lord;
make straight in the desert a highway for our God.
Every valley shall be raised up, every mountain and hill made low;
the rough ground shall become level,the rugged places a plain.
And the glory of the Lord will be revealed, and all people will see it together

ISAIAH 40:9

You who bring good news to Zion,
go up on a high mountain.You who bring good news to Jerusalem,
lift up your voice with a shout, lift it up, do not be afraid; say to the towns of
Judah, “Here is your God!”

But we recognise that people have various things that get in the away
of seeing God clearly including brokenness, addictions, negative church
experiences, background and upbringing.

Identify and work to Remove the spiritual, emotional & social mountains that create obstacles for every person to connect with God & their IDEntity

2Identify and work to Restore the spiritual, emotional & social valleys that create chasms in understanding and relationship with God.
s like this

Right now that look

Delivering our flagship initiative the Naked Truth Project.
Established in 2013, Naked Truth aims to open eyes and free lives from the damaging impact of pornography. Delivering a response to the
problem of pornography that is both public and per-sonal. Our “open eyes” initiatives provide mainstream awareness and education in the spheres
of arts, education, politics, media and the church. Our “free lives” program seeks to provide practical recovery and support to any individual
struggling with compulsive porn use as well as equipping churches, parents and partners wishing to support those who struggle. We also see Naked
Truth as a “missional project” equipping and resourcing the Church to demonstrate the character and love of Christ through practical support and a
message of hope and freedom.

As team we have 7 core values with an associated question that helps us
to embed those values into our work life.

CREATIVITY
JOURNEY
How have I acknowledged the
individual steps of a connected
person’s journey?

PROGRESS
How am I making us better as
an organisation?

Is what I’m communicating
capturing attention and
sticking with people?

Values

KINGDOM DRIVEN
How am I making my work accessible
to all without being ashamed of Jesus?

STORY
How could I add another story to help
people change theirs?

PIONEERING
SPIRIT
What dreams or ideas have I recently
dismissed because they felt too
difficult?

INTEGRITY
What are the areas of disconnect
between what I say and what I do at
work?

Ethos Statement
The ethos of VISIBLE is our motivation for all our work – it is the reason why we do what we do. It is to work together to REVEAL
JESUS and extend Jesus’ model of the Kingdom of God on earth by living out a lifestyle of love, truth, justice, mercy and forgiveness, according to his teaching. We are inspired by the message, life and example of Jesus through which God’s unconditional
love for all people is expressed.
While this ethos is given life through our relationships, our relationships - the way we work together and behave with one another - are a demonstration and authentication of our ethos. It is through these relationships, with each other and those whom
we seek to serve, that we practice our ethos.
Our ethos or motivation, and therefore our relationships, are rooted in our faith in Jesus Christ and in his love, which compels
us to serve others, putting their needs first. When we work together it is this faith which directs and influences our internal
relationships as well as our work with those who VISIBLE is seeking to serve.
As our beliefs underpin Visible's work, it is necessary that those who hold certain specific roles and responsibilities share them.
We will therefore recruit people with a personal commitment to the Christian faith to such posts. However, because we actively
promote inclusion, people of different faiths or none are warmly welcomed and valued, as we come together to fulfil our hopes
and aspirations to serve all unconditionally. Our programmes and activities are open to all, regardless of their beliefs.
In this way VISIBLE operates on the understanding that our activities are simply an outworking of our faith; that our “doing”
derives directly from our “being”. There is an essential and indissoluble link between the inner and the outer, the private life and
the public face of VISIBLE. The link between who we are and what we do cannot be broken.

charitable status & objects
VISIBLE is a CIO (Charitable Incorporated Organisation) registered with the Charity Commission for England and Wales. (Charity Number 1156788)
with the following objects:
1)TO ADVANCE CHRISTIANITY FOR THE BENEFIT OF THE THE PUBLIC.
2)TO ADVANCE EDUCATION OF THE PUBLIC PARTICULARLY BUT NOT EXCLUSIVELY IN THE AREA OF CHRISTIANITY AND SEXUAL HEALTH.
3)THE RELIEF OF PERSONS IN NEED, HARDSHIP OR DISTRESS, IN PARTICULAR BUT NOT EXCLUSIVELY BY THE PROVISION OF COUNSELLING

