
Operational Support Assistant at Vision of Adventure.  

£21,000- £23,800 pro rata (i.e. £8,400 - £9,500) 

Office based. 

Part time, 2 days per week (with the possibility of additional work on our 

courses) 

Responsible for: administrative and operational support. 

Vision of Adventure is a small but growing charity running adventurous 

activities for visually impaired adults. www.visionofadventure.org. 

We are looking to recruit someone who has a strong outdoor background as 

well as excellent admin skills. 

We need someone who is dynamic, self-motivated and who is able to work 

independently without day to day supervision.  

Based in Kendal. 

Closing date Friday 11th February 2022. 

For an application pack please email: jill@visionofadventure.org. 

For an informal discussion about this post please call Jill on 07757 009749. 

Job Description 

Working for Vision of Adventure is akin to joining a small family business. The 

founders Dave (the Treasurer) and Jill (Operations Manager) have been day to 

day managing the charity (steered by the trustees) since it was set up in Oct 

2018. In 2021 Lucy joined as office manager and the new role will complement 

hers. Joining this small team will feel quite different to joining a large 

organisation.  

In this role you will need to use your knowledge of outdoor activity delivery to 

complete tasks related to the running of the courses and activities as well as to 

the overall development of the charity.  

You will need to be equally willing to complete mundane tasks to support the 

operational staff and eventually take more responsibility for the overall running 

of the operational side of the charity. 

This job is office based 2 days per week (or equivalent). Subject to 

qualifications and experience our ideal candidate would, in addition, also work 

on the outdoor programme on a similar basis to our current freelancers.  



 

Course Administration 

Liaise with individual clients, groups and volunteers. 

Liaise with course staff. 

Organise and email pre-course info. 

Book any accommodation, transport or facilities necessary for the courses. 

Manage the food orders for each course. 

Produce and organise course paperwork to allow staff to operate away from 

base.  

Take and process bookings. 

Fundraising and Marketing 

Liaise and forge links with other organisations. 

Organisation of fundraising events. 

Promote the courses. 

Manage our social media presence. 

Other Duties 

Manage our volunteer guides. 

Recruit further volunteers. 

Freelance staff rotas. 

Costing projects 

Ordering equipment. 

 

 

It is the Charity’s intention that this role description is seen as a guide to the 

major areas and duties for which the post holder is accountable. However, the 

business will change and the post holder’s obligations will vary and develop. 

The description should be seen as a guide and not as a permanent, definitive 

and exhaustive statement.  

 



 

Person Specification 

Essential Requirements 

The ability to work to a high standard with excellent and sustained attention to 

detail. 

The ability to work independently as well as part of a small team.  

To be self-motivated, flexible, organised and hard-working.  

Basic competency in Microsoft Excel, as this is used extensively within the 

office (planning, course allocation etc.).  

Ability to use other Microsoft applications including Word and Publisher.            

Excellent written and spoken English. 

The ability to communicate effectively in person, by email and by phone.  

Enthusiasm and a willingness to learn quickly.  

A background of practical delivery of outdoor activities. 

Customer focused.  

Have an empathy with the work of VoA and its client group and a commitment 

to develop it further. 

Non-smoker. 

 

Desirable 

Full, clean driving licence. 

A range of NGBs 

Ability to drive minibuses (i.e. a ‘D1’ licence). 

Experience of using social media in a business environment. 

Fundraising experience. 

Comfortable with dogs (guide dogs are often around). 

 

 



 

Terms and Conditions 

Based in Kendal. 

Part time (0.4  contract) 2 days per week, 15 hours per week, average, 

annualised. It is envisaged that this could increase as the charity grows if the 

postholder desires. 

Salary £21,000-£23,800 pro rata (i.e. £8,400 - £9,500) (Depending on 

experience). 

Holiday Entitlement – 12.8 days per year including bank holidays. (i.e. 24 days 

+ bank holidays pro rata). 

Statutory Sick Pay only. 

Pension – Employer’s contribution 5.1%, Employee contribution 5%. 

The initial contract is for 2 years. However, it is envisaged that this will be a 

long term position.  

Reporting to the Operations Manager and the Office Manager. 

Probationary period 6 months. 

Closing date for applications – Feb 11th 2022. 

Initial interviews will be by Zoom video conference in the week beginning Feb 

14th  (times to be arranged but will probably be evenings to fit in with 

availability of our trustees). These will followed up by a very small number of 

face to face interviews - dates and times tba. 

Start date as soon as possible. 

 

 

 


