Operations and Relationship Officer 
Do you consider yourself a ‘people person’?  Are you resourceful with bags of initiative? If the answer to these two questions is yes, then this could be the job for you.  
Stick ‘n’ Step provide specialist support to children with cerebral palsy. Our support improves mobility, independence and boosts self-confidence, enabling each child to reach their personal potential. We are looking for an Operations and Relationship Officer for our Wallasey centre to manage the office-based activity and provide support to the families that attend our centre.  You’ll also be supporting the fundraising team and act as a bridge between teams to ensure our staff, volunteers, families and supporters are kept informed and feel supported, many of whom will be raising funds for us, with raffles, events and 3rd party challenges.  
This post would suit someone with strong administrative practices, excellent IT skills, who is good at juggling multiple priorities and has a proactive and organised approach. 
This is a fantastic opportunity to join a team that is professional, committed and passionate about improving the life chances of the children we work with. To join us, you’ll need to be able to demonstrate:
· Proven administrative experience 
· Excellent knowledge of Microsoft Office applications and database skills
· Numeracy, accuracy and excellent verbal and written communication skills
· A well organised approach and the ability to meet deadlines and adapt to changing circumstances
· Lots of self-motivation and initiative plus the ability to work unsupervised and as part of a team.

We offer great benefits, including 28 days’ holiday per year plus a birthday day off and a contributory pension scheme. 
The role will be 35 hours per week, Monday to Friday starting at 9am until 4.30pm each day.
The salary will be £23,000.
So, get inspired today. Visit our website and take the first steps towards a more fulfilling career. 
	
