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Administrative Officer 
       12 hours per week
       Salary £18,198 pro rata
Operating for over 18 years, Humraaz is a ‘by and for’ specialist support service for BME women. Humraaz has three strands of support: providing safe refuge for domestic abuse victims and their children, community activities, and peer support for BME female professionals. We are seeking an experienced and self-motivated Administrative Officer to work in our Community Hub to help us to continue to deliver the high quality of work we have built a strong reputation for. 
Responsible for the day to day financial and administrative systems of Humraaz including: management of HR and Health & Safety procedures, implementation of standard policies and procedures and compliance with all legal requirements.  You will have a minimum of 3 years’ Administration experience preferably, although not essentially, within the third sector.  
You must be able to demonstrate knowledge of HR, Health & Safety and basic book keeping procedures. Good written and verbal communication is essential to this role.
This post is open to women only. Section 7 (2) (e) of the Sex Discrimination Act 1975 applies. 

Electronic Application packs available from info@humraaz.org.uk   or hard copies can be requested from 
P.O. Box 427, Blackburn, BB1 5BN.
For informal discussions please ring 01254 695800
 Closing date for applications 26th October 2020
Interview date w/c 2nd November 2020
