
 

ADMINISTRATION MANAGER  

JOB DESCRIPTION AND PERSON SPECIFICATION 
 

ABOUT US 

The RSL works as a voice to celebrate and champion the value of literature, to engage the public in 

literature, and to honour and encourage great writers. We celebrate the transformative power of literature 

and champion the great diversity of writing and writers in the UK, from the last 200 years and today.  

In November 2020, the RSL launched its five-year 200th birthday festival, RSL 200. Over the coming years, 

the RSL 200 will explore, interrogate and reimagine the UK’s literary landscape as we celebrate the best in 

British writing, past, present, and future. Through the festival, the RSL will continue to share literature 

with the greatest number of people across the UK and beyond, showing the power of literature to shape 

society and to change and individual life through new and continuing programmes. An important part of 

the role of the Administration Manager is to support the team in making this project come alive to current 

and new audiences, readers, and writers. 

 

JOB DETAIL AND DESCRIPTION 

The Society has a strong team ethic, and the successful applicant will join the rest of the team in working 

towards the organisation’s wider activities, as well as those specific to their own role. We believe literature 

is for everyone, and are committed to diversity, equality, and inclusion. 

Annual salary:  £29,500-31,500, depending on experience, to be agreed at time of appointment 

Contract and hours:  Permanent, full-time, 35 hours a week, Monday to Friday, 10am to 6pm. Some 

flexibility of hours may be negotiated after the Probationary Period. Evening and 

some weekend working will be required for RSL events, with Time Off in Lieu 

available for hours worked outside of those contracted 

Probationary Period:  Six months  

Place of work:  Hybrid working with a minimum of two days per week in our London office  

Line manager:  Head of Operations (Martha Stenhouse)  

Holiday:  25 days (10 days may be taken during the Probationary Period) + Bank Holidays 

Pension:  The RSL contributes between 5% and 8% of staff members’ salaries (dependent on 

employee contributions), as part of an auto enrolment pension scheme 

Benefits Access to employee perks schemes providing discounts on a range of leisure and 

retail providers. Employee assistance programme, giving free and confidential advice 

on areas such as debt, legal issues, and mental health concerns. Season ticket loan. 

Office closure of additional two days off over Christmas 

 

 

 



ABOUT THE ROLE 

This is an opportunity for a dynamic, enthusiastic and highly organised Administration Manager to join 

the Royal Society of Literature's small, collaborative team.  

In this busy role you will be responsible for providing administrative support to the team alongside the 

Head of Operations, with specific responsibilities for coordinating the Membership, Fellowship, and 

Awards and Prizes functions, as well as assisting with events and outreach. 

The ability to be self-motivated, maintain high standards and manage a varied workload is essential. You 

will have excellent communication, numeracy and time management skills, as well as advanced MS Office 

and IT competency. You will maintain and improve contact databases, keeping up to date with new 

technologies and working to improve processes and ensure maximum efficiency in a small organisation. 

Knowledge of the literature/arts sector or charity operations would be an advantage. 

You will analyse trends in Membership, working with the Head of Operations, Communications Manager, 

and external consultants to increase engagement with current audiences, as well as attracting new 

supporters. Fundraising is a connected to the work of the whole team, so you will collaborate to help drive 

donations, and increase income generation in line with the organisation's aims and charitable objectives. 

This is an exciting time to join our team as the RSL’s activities continue to grow. While we have a line 

management structure in place to ensure all are supported, the team do not work in a hierarchical manner 

and the input and needs of all staff are valued equally. You will ideally have a curious mind, confident to 

interrogate and question practices, combined with a ‘can do’ attitude, and desire to work somewhere you 

can have a real impact on the direction of the organisation. We are a highly committed team of people, 

passionate about our work and are looking for a skilled and capable candidate to help achieve our aims 

through dedicated and robust administrative support.  

 

RESPONSIBILITIES 

MAIN DUTIES 

OPERATIONS: OFFICE, SYSTEMS AND HUMAN RESOURCES 

Systems 

We want you to ensure the smooth running of the office and systems 

• Take lead responsibility for the accuracy of the RSL’s CiviCRM database of Members, Fellows and 

other contacts, by inputting and updating information, and by arranging updates and maintenance of 

the database as needed, ensuring that data security and GDPR are taken into account.  

• Collect and analyse data and support in the reporting of engagement with the RSL; to work with the 

Communications Manager and Head of Operations to ensure the RSL integrates a data-led approach to 

its activities to develop new audiences and better engage established audiences. 

• Support the Head of Operations in managing the RSL working planner and schedule to ensure team 

members meet deadlines across activities. 

Office 

• Ensure the RSL office remains in good working order, tidy and presentable. 

• Guide staff in following health and safety regulations, providing first aid services to staff where 

required, and acting as the office fire marshal.  

• Liaise with Somerset House on day-to-day responsibilities of and opportunities for residents. 

• Act as the first port of call for public and professional enquiries to the office by phone and email. 

 

 



Human Resources 

• Assist the Director and Head of Operations with diary management, especially by arranging 

appointments and meetings, and making travel arrangements. 

• Coordinate team training in collaboration with the Head of Operations 

• Work with the Director and Head of Operations on employee recruitment, training, performance 

evaluation, promotion and termination activities. 

• Work with the Head of Operations to oversee and supervise the work of and train RSL Trainees (from 

Creative Access or other organisations). 

 

OPERATIONS: FINANCE, FUNDRAISING AND GOVERNANCE 

Finance 

We want you to maintain and improve vital charitable organisational functions 

• Deliver financial processing and administration services including submitting accurate Gift Aid claims, 

recording payments from external systems and maintaining financial records on Civi CRM, managing 

merchandise sales and records. 

• Oversee invoicing and purchase order management; working with team members to ensure these have 

been received and processed by the Finance Manager. 

 

Fundraising 

• Support the Director and freelance fundraiser in fundraising through research into Trusts and 

Foundations and appropriate applications, as well as development of higher-level Memberships. 

 

Governance 

• Arrange and servicing meetings of the RSL’s Council and Committees. 

• Respond to enquiries from trustees and ensuring records are kept up to date. 

• Work with the Head of Operations to adhere to Charity Commission requirements. 

 

PROGRAMMES: MEMBERSHIP, FELLOWSHIP, EVENTS, AWARDS AND PRIZES 

We want you to be confident with data and use it to inform future decisions 

Membership 

• Operate, and as appropriate improve, the administration of the RSL’s Membership scheme, especially 

processing new memberships, sending reminders for renewals, taking payments, and keeping 

comprehensive records.  

• Provide excellent customer service in responding to enquiries by phone, email, letter and in person. 

• Work with Head of Operations, Membership consultant and Communications Manager on initiatives to 

grow Membership, including conducting research and supporting in creating new publicity materials. 

 

Fellowship 

• Support the Head of Operations and Director in streamlining voting processes for Fellows and 

providing information to Fellows. 

• Maintain accurate records of Fellows’ contact details and to work with the Director and 

Communications Manager to identify further information about Fellows’ engagement with the Society. 

 

 

 



Events 

• Take ownership of creating guest lists for private events, using available databases, as well as 

consulting with the team, sending invitations and recording responses. 

• Manage events listings on the website, as well as online registration and ticketing of public events, in 

collaboration with the Public Events and Partnerships Manager 

Awards and Prizes 

• Keep contact databases up to date, calling for entries, processing submissions and supporting the Head 

of Operations on assessing eligibility of applicants 

• Support the Communications team members in awards and prizes announcements, liaising with PR 

company and ensuring assets are coordinated. 

• Support the Head of Operations in increasing inclusivity and accessibility of awards and prizes. 

 

PERSON SPECIFICATION 

EXPERIENCE 

• A minimum of three years’ experience of managing the administrative function of an organisation, 

preferably in the charity or cultural sector. 

• Experience of communicating – in person and in writing – with a wide range of stakeholders including 

writers and other creators, Trustees, and sponsors, ensuring excellent attention to detail at all times. 

• Experience of meeting complex challenges to ensure projects are delivered on time and to budget. 

• Experience of coordinating a wide range of activities and prioritising workload. 

• Demonstration of good practice in membership or similar customer loyalty schemes.  

• Strong track record of introducing efficiencies and new working practices, and leading improvement.  

• Formal support of a team, as well as supervision of some colleagues.  

 

KNOWLEDGE AND SKILLS 

• High level of competence in working with the Microsoft Office 365, experience in working with CRM 

and CMS systems would also be advantageous. 

• Excellent people skills, adept at winning support from a wide range of people and collaborating closely 

with colleagues across programmes. 

• Independent and highly organised in managing a complex workload and meeting numerous deadlines.  

• Able to identify, solve and anticipate problems using a combination of analytical and practical skills, 

taking a common-sense approach to issues that may arise.  

• Highly organised with an ability to work across tasks, with exceptional time management skills. 

• Thrives in a busy and demanding office environment within a small team. 

• Professional, upbeat, and confident tone in all communication. 

• Strong understanding of how charity/cultural organisations operate. 

 

ATTITUDES AND VALUES 

• Enthusiasm for the work of the RSL, along with a passion for working in the charity sector, with a 

particular interest in arts, culture, and heritage organisations. 

• Demonstrable commitment to equality of opportunity, accessibility, and inclusion in literary culture of 

people from all backgrounds. 

• Genuine and demonstrable enthusiasm for working collaboratively in a small, busy team, working 

together to achieve the RSL’s objectives. 

• Pro-active and positive approach to solving problems, with energy and stamina in the face of pressure. 

• Flexibility and willingness to learn. 



• A conscientious approach to all areas of work, particularly in completing projects, meeting challenges, 

and ensuring all external communications are efficiently run. 

• Ability to focus own role on the needs of the organisation, decide priorities and plan how to achieve 

them effectively. 

The Royal Society of Literature is one of the oldest learned societies in the UK, and Britain’s charity for the 

advancement of literature. It was founded in 1820 ‘to excite literary talent and reward literary merit.’ More 

than 200 years on, we continue to meet these ideals, through a growing array of programmes—events, 

awards, publications, outreach to young people and in prisons—with our Fellowship of distinguished 

writers at the Society’s core. 

 

 

Literature for Everyone 

The RSL team is led by an ethos of respect and compassion for each other and the communities we work 

with, and these values are reflected in everything we do. We believe literature is for everyone, people of all 

ethnicities, gender identities, disabilities, cultures, religions/beliefs, sexual orientations or ages. We are a 

queer/female-led team that is dedicated to building a diverse, inclusive and authentic workplace. We prize 

integrity, creativity and thoughtfulness. As such, we encourage applications from people under-

represented in the creative industries, particularly candidates from the global majority, and disabled 

candidates. 

 

Our Application Process 

We use application forms instead of CVs and cover letters as we want to give candidates the space to tell us 

about their experiences in a less rigid format. We understand that people will have taken different routes to 

us, and we’re interested to hear about you. 

We are a living wage employer and all roles are paid London Living Wage at a minimum, including any 

internships or trainee roles, to ensure fair access to all. We have worked to remove barriers in our 

recruitment processes and no personal information is included in what will be reviewed as we shortlist 

candidates for interview. 

All roles have a set salary range which will be advertised with the job, and we have pledged to the Fawcett 

Society’s #EndSalaryHistory campaign. This means we will not ask for details of any current or previous 

salaries as we recognise that this practice is a self-perpetuating system that maintains historical gender and 

ethnicity pay inequality. 

We support reasonable adjustments and will work with candidates to meet the demands of the role, 

making adaptations where necessary. If you require information in a different format or have any 

questions regarding accessibility – in relation to the application process or the role – please contact Martha 

Stenhouse, martha.stenhouse@rsliterature.org 

 

mailto:martha.stenhouse@rsliterature.org

