Administrative Assistant
One day per week, working from home – ideally in
Buckinghamshire/Oxfordshire/London
Compensation: £4,400 (£22,000 full-time-equivalent)
Closing date: Tuesday 7 March 2017
About Us:
The Environmental Funders Network (EFN) is an informal network of trusts,
foundations and individuals making grants on environmental and conservation
issues. Our mission is to increase the overall level of financial support for
environmental causes and to help environmental philanthropy to be as effective
as it can be. Towards these ends, we play four main roles:
•

•

•

•

Networker, Educator & Facilitator – networking members with each
other and with environmental organisations, helping members stay up to
date on key issues and approaches to inform their grantmaking, and
building relationships so that they can work more closely together. Our
well-attended events series is part of this work.
Analyst & Thought Leader – gathering intelligence on the operating
context for environmental work and on capacity gaps within the sector.
This provides valuable insights to funders and NGOs through publications
like Where the Green Grants Went and Passionate Collaboration?
Provocateur – fostering debate about what constitutes effectiveness
within environmental grantmaking and in the broader environmental
sector, drawing on the findings from EFN’s research
Cultivator – inspiring and motivating new donors to support
environmental causes, by increasing the number and the size of donations
for the environment from wealthy individuals and charitable foundations.

Job overview:
EFN currently has an opening for a part-time (one day or eight hours per week)
administrative assistant, to help with a range of tasks, including but not limited
to:
• Maintaining EFN’s database and member directory and interviewing
members to keep up to date with their interests
• Helping develop content and images for EFN communications
• Corresponding with EFN members to keep track of event RSVPs
• Helping with events organization (catering, venue hire, etc)
• Maintaining a calendar for EFN’s fundraising and reporting activity
• Managing the EFN director’s expense reports
• Helping with the preparation of management accounts for EFN
We are flexible on when the eight hours of work are accomplished during the
week, as long as they are (mostly) between the hours of 9am - 6pm.

Skills/attributes required
• Strong computer literacy with particular experience in Excel and
FileMaker Pro, Microsoft Access, or similar databases
• Excellent written communication skills
• Strong organisational skills
• Ability to work independently
• Accountancy or book-keeping qualifications and experience would be an
asset
• Experience working on environmental issues and/or with environmental
organisations would also be beneficial
• Friendliness and willingness to engage with network members
• The EFN director works from home in Buckinghamshire and travels to
London regularly. Preference will be given to candidates located in
Buckinghamshire/Oxfordshire/London.
To apply:
Applicants will need to email their CV and covering letter (detailing relevant
experience and skills, stating why they want the position and including details of
availability) to florence@greenfunders.org.

