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CASEWORK TEAM ADMINISTRATOR 

JOB DESCRIPTION 
  

Responsible to: Head of Casework 
 
Responsible for: None 
 
Purpose of Job: To provide high quality administrative support to the Casework 

Teams and the Head of Casework and to fundraise for individual 
Clients. 

 
Principal Accountabilities  
            
1. To provide administrative support to the Casework Teams and the Head of 

Casework, including but not limited to sending, tracking and recording receipt of 
grants to Clients, sending appointment letters, booking training courses, 
ordering stationery. 

           
2. To develop and maintain systems to ensure the Caseworker Client database is 

up to date and accurate, all relevant legislation is complied with in a timely and 
appropriate manner and reports and statistics are produced as required. 

 
3. To prepare and circulate papers for team meetings and other meetings as 

necessary including taking and documenting minutes.  Arrange venues, 
refreshments and attendee’s travel for these meetings. 

 
4. To make applications to other grant making organisations on behalf of Clients, 

and track to outcome stage. 
 
5. To maintain written and electronic records and case files, understanding the 

need for confidentiality and the law of Data Protection, to complete such 
reports, procedures etc. as required. 

 
6. To liaise with Clients as necessary to gather a variety of information relating to 

assistance being provided by the Caseworker team including undertaking 
research for individual Caseworkers. 

 
7. To undertake specific tasks allocated by the Head of Casework (within time 

targets as set out from time to time). 
 
8. To be responsible for ongoing personal development including keeping up to 

date with knowledge needed for the post, training etc.  
 
9. To perform necessary and timely functions in relation to other services of  the 

Charity, including especially those related to the finances of the organization. 
 

10. To act within the Charity's policies, including but not limited to those relating to 
casework services, financial assessments, Health and Safety, and Equal 
Opportunities. 
 

11. To undertake such other tasks within the broad purposes of the job as may be 
required by the Head of Casework from time to time. 
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Education 
 
General up to “O” Level/GCSE standard (E) 
General education up to “A” Level standard (D) 
Car driving licence holder (D) 
Use of car for Charity business (D) 
 
Experience 
At least 2 year’s office/commercial experience, dealing with the general public and 
providing an admin service to staff in a pressurised environment (E) 
Experience of paid or voluntary work in an organisation assisting, advising and/or 
advocating for individuals (D) 
 
Skills 
Good IT skills using Windows based software (Word, Excel, DTP, Powerpoint) (E) 
Has used databases and willingness to develop skills in Perennial’s service database 
(E) 
Good communicator (E) 
General Office skills (E) 
Accurate and precise recording and communication (E) 
Effective listening skills (E) 
Ability to handle difficult situations (particularly phone calls from clients) positively (E) 
Ability to relate empathetically and sensitively to people in need from the world of 
horticulture (E) 
Ability to recognise eligibility and make applications to other grant making 
organisations on behalf of Clients (E) 
Good Organisational skills, ability to prioritise busy workload (E) 
 
Character/Personality 
Enjoys working with people (E) 
Able to cope with demands of varying workload (E) 
Organised and methodical (E) 
Enquiring attitude (E) 
Ability to work alone and on own initiative but be part of a team (E) 
Flexible (E) 
Enthusiastic (E) 
Able to concentrate on detail in a busy environment (E) 
Genuine personal wish to champion the needs of people in need from the world of 
horticulture (E) 
Personal experience/interest in gardening/horticulture: or employment in these or 
related occupations (D) 
 
Circumstances 
Willing to travel to other locations (E) 
Willingness to travel considerable distances on occasional basis (E) 
Able to work outside office hours (D) 
Able and happy to work from home, providing secure space for home office including 
office furniture and equipment e.g., desk, chair, filing cabinet, computer, printer, 
stationery, files etc. 
E) = Essential (D) = Desirable 
 


