
 

 

Administration Manager - Leicester 

 
Context  

Go Travel Solutions is a growing social enterprise, delivering an expanding range of projects focused on 
promoting and developing sustainable transport solutions across the UK. The Administration Manager is a 
new post and will play a key role in helping to underpin this growth, supporting the Managing Director, the 
team of eight and its three offices (Bristol, Hemel Hempstead and Leicester). As a new role within Go Travel 
Solutions, the person fulfilling it will have opportunity to help shape it going forward  

 

Hours per week 

15 hours per week with the ability to flex the hours worked. 

 

Pay 

Pro-rata of annual full-time salary of £22,000 (equivalent of £11.43/hour) - £25,000 (equivalent of £13/hour), 
dependent on experience.  The probation period will be three months.  

 

Duration of contract 

Initially for 12 months with potential for the role to become permanent.  

 

Key aspects of role 

The Administration Manager will have key responsibilities in the management and delivery of finance, health 
& safety, human resource, information technology, policies and office accommodation.      

 

Key tasks 

Finance 

• Undertaking weekly bank payments to suppliers and monthly payroll  

• Coordination with the outsourced finance services provided by Business Engine Room, our 

accountancy consultancy  

 

Offices  

• Maintaining records of agreements for all three offices  

• Managing and ordering stationery and other office requirements 

• Ensuring all data is maintained in a way to meet legal requirements including GDPR 

• Coordination with the outsourced IT services provided by Daly Systems, our IT consultancy    

 

Policies 

• Maintaining and updating company policies 
 
Health & Safety  

• Ensuring the company complies with all health and safety requirements.  

• Coordination with the outsourced health & safety services provided by Peninsula, our health & 
safety consultancy  
 



 

 

Administration Manager - Leicester 

 
Staffing  

• Supporting the recruitment process as and when required  

• Providing the resources required for new starters and to enable their effective induction  

• Coordination with the outsourced HR services provided by Peninsula, our HR consultancy   
 
Other 

• Monitoring and evaluation of company performance against KPI targets 

• Gathering of business intelligence to support the business development of Go Travel Solutions 

• Any additional duties as and when required by the business     
 

Essential Requirements 

• Ability to budget with high levels of accuracy in task delivery  

• Strong communicator with excellent written and verbal communications skills     

• Minimum of one years proven administration or office management    

• Genuine interest in sustainable transport   

• Computer skills and knowledge of the Microsoft Office software package   

• Shared values with the aims of Go Travel Solutions as a social enterprise  

• A ‘can-do’ attitude  

• Excellent time management skills and ability to multi-task and prioritise work 

• Ability to work without the need for daily supervision   

• Strong organisational skills  

 

Desirable Requirements: 

• Educated to degree level 

• Experience in developing organisational excellence within a business 
 

Application timeline 

Closing date for applications       31st October 2019    

Interviews                       11th or 15th November 2019 

Proposed starting date        6th January 2020        

 

To apply  

Please forward your CV and a covering letter by 31st October 2019 explaining how you fulfil the requirements 
of this role to:  

Robin Pointon, Managing Director, Go Travel Solutions, Email: robin.pointon@go-travel-solutions.com  

 

Go Travel Solutions is Living Wage Employer and we aim to be an equal opportunities employer.       
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