 House Administrator
Part-Time
Godinton House Preservation Trust
Godinton House, Great Chart, Ashford, Kent TN23 3BP
An exciting position as House Administrator is offered at the Godinton House Preservation Trust. The Trust owns and manages a fine Jacobean mansion and 12 acres of gardens set in historic parkland and a wider estate of farms, woodland, and the river Stour. The house and gardens are currently open to visitors between March and October with a range of organised events and workshops held throughout the year.
This exciting opportunity is to work within the house team providing administration support, whilst also leading on delivering a dynamic programme of events, including an annual sculpture exhibition in the gardens, music evenings and outdoor theatre events. The House Administrator will also be responsible for organising marketing for the visitor enterprise.
The Role
The role will include the following elements:
· Providing general administration support to the House Manager, including assisting with preparing rotas, purchasing, group bookings, etc.
· To lead the organisation of events and marketing, with support from in-house team members and external consultants.
· Managing operational data and preparing reports.
· Assisting with banking and account reconciliation.
The House Administrator will report directly to the House Manager and work within a supportive house team.
The Individual
We are looking to recruit an experienced and enthusiastic individual with the following attributes:
· Good administration and organisational skills.
· Excellent IT skills essential, including Microsoft Word, Excel, etc.
· Previous marketing/events experience would be advantageous.
· Excellent communication skills.
The Package
· A part-time position is offered between 24 and 32 hours per week with some flexibility as to hours.
· A salary of between £18,000 and £24,000 is offered subject to hours agreed.
· Start date: as soon as possible. 
· Holiday entitlement is a full-time equivalent of 25 days annually plus bank holidays, to be calculated on a pro-rata basis according to agreed hours.
How to Apply
Applications should be made with a covering letter to recruitment@godintonhouse.co.uk, by 10 July 2023.
