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Job Description: Administrative Assistant & Office Manager 
LOCATION: NEW YORK OFFICE – JANUARY 2018 

About the Freedom Fund 

The Freedom Fund (www.freedomfund.org) is a leader in the global movement to end modern slavery. It: 

• generates private funding by demonstrating how effective interventions can protect those at risk of being 
enslaved and free those in slavery.

• invests in those countries and sectors with the greatest incidence of slavery.
• analyses which interventions work best, and shares that  knowledge.
• brings together a community of activists committed to ending slavery and empowered by the knowledge of 

how best to do so.

The Freedom Fund now has programs in northern India, southern India, Rajasthan, India, Ethiopia, Thailand, 
south-eastern Nepal and central Nepal. It currently supports and funds approximately 100 organisations in 
these regions, the vast majority of which are frontline, community-based NGOs. It works to influence global 
policy by commissioning and sharing research and amplifying the voices of its partners.  

About the position 

This new position is an exciting opportunity for an ambitious individual who is passionate about human rights. 
The ideal candidate will be an early career professional or experienced administrator, with a desire to increase 
the effectiveness and impact of a non-profit working to improve the lives of millions of the most vulnerable 
people around the world. The Freedom Fund is headquartered in London, with a small New York office that 
oversees the organisation’s engagement in North America. The individual in this role will be a part of a four-
person team based out of our office in Union Square. 

Reporting to the Managing Director, North America, this role has three key responsibilities: providing 
administrative support to the Freedom Fund’s Managing Director, North America, ensuring the smooth running 
of the New York office and providing support on various fundraising and partnership-related tasks. The 
successful applicant will: 

1 Provide support to the Managing Director, North America, on tasks such as diary management and meeting 
organisation, travel bookings, expenses, correspondence and other adhoc tasks as required; 
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2 Ensure the smooth operation of the U.S. office including answering phone, office organization, basic IT 
support and other administrative duties; and 

3 Under the guidance of the Managing Director, North America and the Strategic Partnerships Manager, 
assist with various fundraising and partnerships tasks, including events and database entry. 

 
Responsibilities 

 
Administrative assistance to Managing Director, North America 

• Support Managing Director with travel bookings, including flights, accommodation, visas, etc.; 
• Assist with diary management and meeting organisation; 
• Manage expenses, credit card bills and reimbursement claims; 
• Draft email correspondence; 
• Other adhoc tasks such as event registration and preparation; meeting preparation; taking and 
disseminating notes from team meetings; basic research. 

 
Office management 

• Manage supplies and all relevant vendor relations (including WeWork); 
• Organise and store reports and other printed collateral; 
• Perform assorted duties such as answering the phone, greeting visitors, filing mail, booking conference 

rooms and ensuring office cleanliness and presentation; 
• Act as point person for solving any technical challenges with computer systems, email and networks as 
needed; 

• Manage state charity registration process; 
• Coordinate with administrative counterparts in UK office; 
• Any other duties required by NY office staff. 

 
Fundraising and partnerships support 

• Assist with planning and executing events, including list and invitation management, acting as the point of 
contact for guests and other key contacts, set-up and vendor coordination; 

• Provide administrative support to Strategic Partnerships Manager with donor trip planning; 
• Track individual donations by mail and web, coordinate thank you notes and input into Salesforce; 
• Assist with mailings; 
• Manage overall Salesforce database maintenance, including system updates and inputting and updating 
contacts. 

 
Qualifications and experience 

 
Essential 

• At least one year professional work experience (internships qualify). 
• Outstanding oral and written English communication skills. 
• Excellent numeracy and MS Office (specifically must be competent at Excel, Word and PowerPoint). 
• Entitled to work in the US without work permit sponsorship from the Freedom Fund. 
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Desirable 

• Undergraduate degree (preferably related to international development, politics, human rights). 
• Experience with Salesforce or another database. 
• Previous administrative or event planning experience. 
 
Personal attributes 

 
Essential 

• Ability to proactively identify key issues, think ahead, anticipate needs and use judgement to adapt solutions 
to meet situational needs. 

• Team player committed to the Freedom Fund’s vision, mission, values and goals and passionate about 
human rights issues. 

• Excellent social skills, able to operate with diplomacy, tact and empathy, working as part of a team in a co-
operative and supportive way, with a wide range of individuals from diverse backgrounds. 

• Fluency in written and spoken English with ability to communicate clearly and concisely, verbally and in 
writing, face-to-face and over the telephone at all levels. 

• Ability to remain focused and calm under pressure in order to deal with ambiguities and conflict.  
• A commitment to excellence and a relentless pursuit of results with attention to detail, an exceptional work 
ethic, strong organisational skills and a can-do attitude. 

• Ability to work independently, displaying strong initiative in solving day-to-day problems with limited 
direction. 

 
Compensation 

 
• $40k per annum, with slightly more for an exceptional candidate, plus 5% non-contributory pension scheme. 
• 25 days holiday pro rata, plus public holidays. 
• Generous health insurance scheme. 
 
Application procedure 

 
Applications should be submitted in English and include a CV, cover letter (maximum one page) and contact 
details of two referees. Please note that unless a covering letter is included outlining why you wish to 
work for the Freedom Fund and highlighting how your experience matches those outlined above, your 
application will not be considered. 
 
Please send applications by email in PDF format, including ‘Administrative Assistant & Office Manager’ in the 
subject line to jobs@freedomfund.org by midnight on 14 February. Please note that only candidates selected 
for further consideration will be contacted. No agencies please. 
 
Interviews will be held the week of 26 February. 
 
The Freedom Fund is an Equal Opportunity Employer and encourages candidates of all backgrounds to apply 
for this position. Applicants must be eligible to work in the United States.  


