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Administrator – Windrush Bike Project
The Windrush Bike Project is a registered charity based in Witney, West Oxfordshire. We teach bike mechanics, refurbish donated bikes, deliver Bikeability cycle training, run inclusive cycling sessions, and support people of all ages to gain confidence and independence through cycling and bike mechanics.
Role Purpose
The Administrator ensures the smooth, efficient running of the organisation’s operations — supporting Bikeability delivery, workshop activity, community programmes, volunteers, and internal systems. The administrator will report to the joint CEO’s.
Working hours
18 hours per week Weds – Fri (term time only) or 13 hours per week all year. Willingness to join Saturday rota.
Key Responsibilities
Operational Administration
· Support the management of incoming enquiries by email, phone, and in person.
· Manage stationery, coffee and cleaning supplies.
· Check and maintain first aid supplies across the organisation.
· Ensure data is stored and processed in line with GDPR and organisational policies (student, volunteer, work records)
· Organise relevant staff training
Bikeability 
· Support the coordination of Bikeability delivery with schools, instructors, and Oxfordshire County Council.
· Set up courses on online portal, liaise with schools, apply for funding, monitor consents and send relevant paperwork to schools. 
· Maintain WBP Bikeability records in an organised and compliant manner


Community workshop
· Ensure that the correct information is collected from participants, and evaluation sheets are ready.
· Maintain the alternative provision folder with up to date registers and individual progress sheets
Website & Communications
· Update the website with bikes for sale, course dates, workshop hours, events, and news.
· Support social media scheduling and community communications.
· Maintain mailing lists (including updating from other datasets) and assist with newsletters.
Person Specification
Essential Skills
· Strong organisational and multitasking abilities.
· Confident with spreadsheets, data manipulation, and digital tools.
· Quick and effective use of Word and excellent written English
· Ability to work independently in a busy community environment.
· Friendly, inclusive, and community-focused.
Desirable Experience
· Experience in a charity, CIC, or community organisation.
· Knowledge of cycling, active travel, or mechanics (not essential).
· Experience coordinating training or safeguarding processes.
· Familiarity with website editing tools (e.g., WordPress, Wix).
· Book-keeping
Terms and conditions
Pay: £14.06 per hour (Oxford Living Wage)
Holidays: 28 days holiday per year (pro rata)
Duration: 2 year contract (with ambition to make permenant)
Location: Witney, West Oxfordshire.
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