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GAVO supports, facilitates and brokers positive change in the Well-being of people and communities through collaborative approaches

ADMINISTRATION OFFICER (WITH GRANTS SUPPORT)
Salary Scp 22 - 25 £24,408 - £26,770 pa 
37 Hours per week 
Funded Until 31st March 2027
Based in Caerphilly with travel required around Gwent 
 (Newport, Blaenau Gwent, Monmouthshire).   

About the role	
The Administration Officer (with Grants Support) plays a vital role in the coordination and administration of Training, Health and Safety and Grant applications. The postholder ensures compliance with due diligence requirements, provides efficient administrative support, and maintains effective communication with stakeholders to support successful grant delivery and organisational operations.

About you
If you would like to use your organisational skills in a role that supports us in making a difference, then we would like to hear from you. A multi-tasker with excellent attention to detail and the ability to communicate effectively. You will need to be proficient in excel and the other Microsoft 365 applications, with an understanding of numeracy and budget monitoring. 

About us
Gwent Association of Voluntary Organisations (GAVO) is the longest serving County Voluntary Council (CVC) in Wales, supported by a Board of Trustees. We deliver our services across four Local Authority areas in Gwent; Blaenau Gwent, Caerphilly, Monmouthshire and Newport.  Our vision is to be the pivotal Organisation that guides and drives a society where communities, individuals and organisations work together in a culture of equality, shared ownership, responsibility and support to build a sustainable future for all.

You will receive
· 33 days’ annual leave including bank holidays plus an additional 5 GAVO holidays
· Pension scheme
· Occupational sick pay
· EAP/Well-being portal
· Cycle to Work Scheme
· Flexible working practices

For an application pack visit www.gavo.org.uk, click on “About”- “Work With Us”.  No CVs accepted. Only shortlisted candidates will be contacted. 

GAVO is committed to working towards its workforce being more representative of the population that we serve and particularly welcomes applications from people from minority ethnic communities. Selection will be made on ability and skills to undertake the role.

Completed application forms to be sent to: recruitment@gavo.org.uk
Closing Date:  Tuesday 17th June at 12 noon
Interview Date: To be confirmed
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