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As part of our National Lottery-funded project, ‘Hear My Health’, Fair Treatment for the Women of Wales (FTWW) is now seeking a 
Charity Coordinator
This is a full-time post of 37.5 hours per week, paying £30K per annum
Remote working in Wales
Funded up to March 31st 2026 with possibility of extension
This post is subject to successful completion of a 3-month probationary period

About us
FTWW: Fair Treatment for the Women of Wales is the only patient-led charity and disabled people’s organisation in Wales dedicated to achieving health equality for women, girls, and people registered female at birth. Our grassroots community, offering peer support and information, was formed in 2014 and became a registered charity in 2020. 
Our Vision is for a Wales where everybody’s right to good health and wellbeing is respected and fulfilled, with everyone able to access the healthcare they need, when they need it, and without barriers.


What we do:
We work with women and people registered female at birth[footnoteRef:1], many of whom are disabled[footnoteRef:2] or living with long-term health issues, public bodies, service-providers, and researchers to identify, address, and eliminate health inequalities which we do in three main ways: [1:  Hereafter, this document will refer to women but should be seen as inclusive of people assigned female at birth, non-binary people, and intersex people who may need to use ‘women’s health services’ but don’t necessarily identify as women or describe themselves as such.]  [2:  It is important to be clear that many of those living with long-term or recurrent, often invisible, health conditions, may not identify as disabled, often because of historic misconceptions about what being disabled ‘looks like’ or a reluctance to use a term that is still mired in prejudice and linked to discrimination. Regardless, within the parameters of the Equality Act 2010, a person is disabled if they have a physical or mental impairment that has a ‘substantial’ and ‘long-term’ negative effect on their ability to do normal daily activities. ] 

· Information: We ensure that the people we support have access to information so that they can better understand the health issues with which they are living and know what services they need and how to access them.

· Empowerment: Through peer support, we help our members gain confidence, be empowered to seek the care they need, and be better equipped to manage and navigate their healthcare.

· Advocacy: We bring policy-makers and other organisations together with experts by experience to ensure female voices are heard in the design and delivery of public services which impact health and wellbeing.
At this time, our strategic priorities are to: 
· Support the Welsh Government and NHS in Wales to ensure that the end-users of a proposed NHS Women’s Health Plan are involved in its development and implementation.
· Develop a framework that better supports and provides a pathway for our members to volunteer and get involved in advocacy opportunities with FTWW.
· Grow our organisational capacity so that we are sustainable and can achieve our goals.
We are now looking for a Charity Coordinator to support our existing staff, volunteers, and trustees in the administration of the charity, developing policies and processes that will ensure the organisation is managed effectively and efficiently into the future.
Whilst our staff numbers are small and working remotely, we are a very close-knit team and are having huge impact as a result – you will be vital in ensuring that this continues. 
In return, FTWW will provide you with a genuinely caring and person-centred workplace. As a disabled people’s organisation, we are committed to the social model of disability, which recognises that it is often societal, environmental, and attitudinal barriers that disable and disadvantage people. Where possible, FTWW aims to reduce those barriers for our employees.
As an organisation focused on the power of peer support and lived experience, we are particularly keen to hear from those who are disabled or living with long-term health conditions themselves, and can offer a supportive, empathetic environment and flexible working (including from home) to suit the right candidate. 

About the Role:
Job Title: Charity Coordinator 
Reports to: Director of Policy & Research, Board of Trustees   
As Charity Coordinator, you will be joining us at a very exciting time of growth for the charity, where you will be instrumental in developing and implementing  administrative and operational functions that will put the organisation on a sustainable, efficient, and effective footing for the future.
For us, the right candidate will be dynamic, innovative and self-motivated – but also a team-player who will work collaboratively and supportively with staff and trustees to put FTWW on a secure and sustainable footing.
You will have overall day to day responsibility for the effective administration of the organisation.  The role will underpin the strategic and front-line activities of the Charity, working closely alongside the Director of Policy & Research and Board of Trustees. 
You will also have day-to-day contact with the rest of our staff, as a key part of your role will be to help them embed the processes you’ve developed into their everyday activity and oversee their continuing adherence to those duties. This might be setting up a system to help them record the number and type of activities undertaken and the impact of them, ensuring that they’re considering the health and safety of themselves and volunteers, or making sure their projects are on-track within the budget allocated. 
In short, you will be fundamental in developing, designing, streamlining, and overseeing the charity’s administrative operations and functions, for example workforce policy development and implementation, quality assurance systems and impact monitoring, health and safety, financial management, and personnel support. 
You will be expected to seek advice and support from existing and / or new external advisors in areas such as Human Resources, and Accountancy to ensure our processes are robust and fit for purpose.  You will also ensure that the Staff and Trustees are aware of developments in the areas above that require new policy, processes, and training, and will support implementation. 
There may also be times where you get involved in the coordination and promotion of events and activities, or are asked to represent the charity and its members to a wider audience – but as someone who is happy mucking in, you will see this as an accepted - and exciting - part of being part of a small, dedicated team! 

Duties and Responsibilities 
You will:
· Work with colleagues to create and maintain a framework for the charity’s administration, developing and implementing policies and procedures in a range of areas across the organisation.  

· Enhance the digital effectiveness of the service, as we work across Wales from different locations. You’ll work with our Tech Support service to set up mechanisms to enable access and sharing of documents and resources easily across the team and as agreed with Director and Board, that will enable the charity to support its employees, volunteers, beneficiaries, and functions safely, effectively and fulfilling all legal obligations. 

· Ensure that the organisation has appropriate and applicable policies and procedures to support its running as an efficient, effective and legally compliant organisation. This includes establishing a system to ensure policies and procedures are reviewed at appropriate intervals for relevance and that they are up to date with current legislation and needs of the charity. 

· Develop, alongside the Treasurer and volunteer Finance Officer, an effective system of record keeping of all financial transactions and continually identify and implement opportunities to improve systems and processes that will enhance financial controls.  You will maintain accurate financial records to support the oversight work of Treasurer and external preparation of Accounts.

· Maintain and monitor income and expenditure against appropriate project budgets. You will advise both the Director of Policy and Research and Treasurer of current status of budget expenditure in line with each project / grant to support with monitoring and feedback reports to funders. You will report quarterly to the Treasurer for them to take forward emerging issues to Board.    

· Field enquiries from people who reach us via the website and filter tasks to other team members accordingly. You will also act as a point of contact for statutory / regulatory / membership bodies, for example, the Charity Commission, ensuring compliance with regulations and all associated issues, including making sure that all applicable returns and filings are met and that accounts are audited as required.

· Develop and maintain effective quality assurance processes alongside staff, volunteers and service users to support the continuous development and improvement  of the Charity and its work.

· Ensure, with Board oversight, that health & safety management of the organisation is properly embedded, including developing policy, risk assessment, and ensuring appropriate training is undertaken. 

· Ensure the data management of the charity is compliant with GDPR legislation and best practice, including coordinating training and support trustees, staff and volunteers in maintaining compliance with robust processes and policies.

· Develop and implement systems that both enable staff to easily and routinely file project-related information appropriately, and record quantitative and qualitative data on engagement activities to support with impact reporting.

· Order resources as required, and manage incoming and outgoing invoices.

· Take minutes at Board meetings and, in collaboration with team members, prepare reports as needed by trustees to ensure effective operation of the charity.

· Assist with identification and exploration of funding and fundraising opportunities, bid and / or tender-writing, and administration of various additional income streams as necessary.

· To perform other relevant duties as required. 

Person Specification 
Experience and Knowledge:
· You will have a minimum of three years relevant office management and / or charity administration, including the development and implementation of appropriate policies and procedures

· Be highly competent in Microsoft Office suite programmes, including Microsoft Teams (especially for communication and collaboration purposes)

· Have experience of developing and working to a system of financial controls 
 
· Have experience in supporting colleagues to understand and adopt new ways of working

· Have a good understanding or awareness of Health and Safety and GDPR compliance.

· Ideally, you will be a fluent Welsh-speaker, able to respond to enquiries in Welsh and assist with translation of resources. However, we also welcome applications from those who are willing to learn the language and undertake training as required and with FTWW support.

Characteristics and skills: 
As a person who understands the Social Model of Disability, you will appreciate that people have different needs and experiences and be prepared to adjust your approach accordingly and with generosity.
As a very small staff team, there will be occasions where a flexible approach to job roles is needed so that tasks are completed to our usual high standard, but you will be well-used to multi-tasking and working collaboratively, so will take this in your stride! This very much reflects our wish to maintain a culture of mutual support, with kindness and empathy top priorities. 
As a small organisation, our ideal candidate will need to be able to work both independently and collaboratively to identify what’s needed to help us grow and manage activities effectively. You will be able to establish and refine internal processes, and support staff / trustees to understand and use relevant systems or protocols.
Other required characteristics and skills are:
· Ability to maintain confidentiality at all times. 

· Ability to pay attention to detail and strong organisational skills. 

· Ability to prioritise own workload, stay calm under pressure and meet deadlines. 

· Able to work both independently and with others (largely remotely).

· Excellent verbal and written communications skills with the ability to communicate with people at all levels across a variety of methods e.g. verbal, by email and through written reports. 

· A proven ability to motivate, coach, and support team members with internal processes.

· Ability to handle technical aspects of work, think and reason logically see both sides of a case and reach sound decisions.

· A methodical approach, with organisational flair!

Underpinning all of the above will be your dedication to seeing female health inequities in Wales addressed, and a commitment to ensuring that FTWW is enabled to maintain and grow its position as a leading grassroots advocacy organisation on this topic through your involvement and skills.

What you can expect from FTWW
As a DPO (Disabled People’s Organisation), we try to meet the reasonable adjustments required by staff. We allow staff to work flexibly from home, in Wales, enabling remote collaboration using Microsoft Teams.  
You will receive:
· A period of induction with staff and trustees

· Ongoing support from a small, welcoming team, including tech support

· The opportunity to undertake a range of training courses as required, funded by FTWW

· A laptop, mobile phone, and data. 

· Holiday entitlement of 20 days per annum plus Bank / Public holidays (part-time employees pro rata). FTWW also operates an administrative closedown between the Christmas / New Year period, relevant dates to be notified at the start of each holiday year (April 1st - March 31st).

· You will be registered for a NEST pension scheme, to which FTWW makes a 6% contribution. More details about the scheme can be found here: https://www.nestpensions.org.uk/schemeweb/nest/about-pensions.html 

If you have any questions or would just like to discuss the role further, please don’t hesitate to contact us on info@ftww.org.uk  – thank you. 
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