
 

Administrative Manager  
Job Description and Person Specification 
 

Purpose of the role 
Caroline Lucas is the first MP to represent the Green Party of England & Wales (GPEW). 
She has a track record of making history and an ongoing commitment to shifting and 
shaping the political narrative. She is currently looking to recruit an exceptional 
Administrative Manager to be part of a small, proactive, highly dedicated and strategic 
team. Your role will be to manage policy correspondence with constituents, diary invites 
and triage the busy parliamentary inbox. 

The successful candidate will be an extremely well organised, quick thinking and decisive 
self-starter. You will be creative, manage competing priorities calmly and have excellent 
interpersonal and communications skills. 

 

Salary: £31,455 per annum  

Hours: Full time, 5 days per week 

Job type: Fixed term to the next general election 

Location: House of Commons, Westminster 

Line manager: Chief of Staff - Caroline Lucas MP 

Line management responsibilities: Not applicable 

Key relationships: Parliamentary and constituency teams, local 
Green Party. 

Application process: 

Applications to be submitted by 5:00pm on 4th September 2020 and interviews to be held 
11th September 2020. Please email your completed application form to 
recruitment@greenparty.org.uk.  

 
Principal Roles and Responsibilities 
 

• Manage and monitor incoming calls, emails and letters, dealing with queries on the 
MP’s behalf 

 
• Ensure all enquiries are dealt with sensitively, confidentially and in a timely manner. 

 
• Lead on the delivery of high quality responses from the MP to constituents and any 

related follow up, including drafting and signing letters to Ministers and liaising with 
NGOs 

 
• Maintain positive on-going relationships with members of the public, organisations in 

Westminster and constituents 



 

 
• Efficient data and file management to ensure the office complies with the data 

protection legislation and effective tracking of queries and related follow up 
 

• Have a working knowledge of relevant legislation and parliamentary business and 
understand how these policies may impact on local constituents 

 
• Update online presence content where required 

 
• Respond to invites and manage the MP’s diary commitments, including making travel 

arrangements, booking hotel accommodation and meeting rooms, and ensure the 
MP has the necessary briefings and papers. 

 
• Supervise volunteers as and when required 

 
• Provide administrative management in relation to MP’s expenses scheme via IPSA 

Online. 
 

• Ensure the office is fully equipped 
 

• Database management and using office software (e.g. Microsoft Office) to handle 
administrative cases 

 
There may be a requirement for the role holder to work outside of the normal working hours 
and travel for work occasionally. 
 
 
Person Specification 
 
In your written application, please give evidence or examples that you meet all of the criteria 
below marked ‘Essential’.  
 
Where you meet criteria marked ‘Desirable’, please provide supporting evidence or 
examples in your written application, as applicable  
 
 
 Attribute Essential/desirable 
Experience 
 

Working in a fast-paced environment 
whilst maintaining a high standard of 
accuracy, with good attention to detail 

 

Essential 

 Working in a political environment Desirable 

 Playing	a	significant	and	pivotal	role	in	a	
small	team,	including	working	under	own	
direction	

Desirable 

Skills/abilities Efficient	and	accurate	data	management	that	
is	compliant	with	data	protection	regulations Essential 

Excellent telephone and email manner Essential 



 

Excellent written and oral communication 
skills Essential 

Good independent and fast decision 
maker Essential 

Undertake research on relevant subjects 
and quickly understand new, and 
sometimes complex, issues  

Essential 

Ability to demonstrate and exercise 
sensitivity and sound political judgment  Essential 

Excellent time management skills Essential 

Good IT skills, including the use of email, 
the internet, Microsoft Office suite, data 
management tools and websites 

Essential 

 Reliable, honest and trustworthy Essential 

Knowledge Understanding of the current political 
climate and Caroline Lucas’ role within it Essential 

 Familiarity with key current policy 
debates and sensitivities Desirable  

Personal 
attitudes 

A genuine commitment to the aims and 
policies of the Green Party, and with 
development of a fair and sustainable 
society 

Essential 

 Thrives in an environment that’s fast 
moving and requires juggling multiple 
tasks and managing a significant volume 
of incoming enquiries 

Desirable  

 Stays calm and focussed under pressure 
and in the face of competing priorities Desirable 

 Commitment to team working  Essential 

Personal 
circumstances 

Eligible to work in the UK Essential 

Able and willing to work occasional 
unsocial hours and outside of normal 
office hours as required 

Essential 

Not a member of another UK political 
party Essential 

Equality Committed fully to the principle of Equal 
Opportunities for all in line with Green 
Party policies 

Essential 

 
  



 

General points applicable to all Green Party of England and Wales jobs: 
 
1. The Green Party strives to be an Equal Opportunities employer and requires its 

employees to carry out their work in accordance with its polices on equality of 
opportunity in relation to employees and volunteers, in promotion of the party’s policies 
and access to the Party’s services. 
 

2. Green Party staff are required to abide by any policies in place to ensure, for example, 
health and safety at work, data protection, etc. 
 

3. Green Party staff may be required to attend Green Party Executive (GPEx) and other 
meetings and conferences, so long as at least two weeks' notice is given and this does 
not conflict with leave already agreed. These meetings may take place out of office 
hours, in which case time off in lieu will be awarded. 
 

4. The Green Party has a democratic structure with annual elections. Employees need to 
be aware that the organisational priorities which determine their work priorities are 
decisions of the Executive and may be subject to change as an Executive changes. 

 
5. Green Party staff are assigned goals, work plans, guidelines and priorities by their line 

managers as part of the annual planning and review system, but are expected to show 
initiative within this framework in managing their workload to meet the overall goals of 
the party in line with the organisational plan. 

 
6. Green Party staff are required to request authorisation for any major overtime from 

their line manager before undertaking any such work and to use an online system to 
manage their leave and TOIL in conjunction with their line manager. 
 

7. Green Party staff may, from time to time, be required to provide written or oral reports 
to the Executive. 

 
8. Green Party staff should be open to developmental needs which may arise and work 

with their line manager to address these needs through training or other routes. 
 
9. Green Party staff are expected to identify and make recommendations to their 

manager on improving the systems within the office. 
 
10. Green Party staff are expected to participate fully in the Party’s teamwork ethos, 

attend staff meetings, share team duties and responsibilities and develop their work in 
co-operation with other colleagues. 

 
11. Green Party staff are expected to promote and develop the role of volunteer staff 

within their area of responsibility in liaison with the HR & Office Manager and in 
accordance with the current policy on the management of volunteers. 

 
12. Whilst every endeavour has been made to outline all the duties and responsibilities of 

the post, a document such as this does not permit every item to be specified in detail. 
Broad headings may therefore have been used, in which case all the usual associated 
routines and duties are naturally included in the job description. Green Party staff are 
expected to undertake any other reasonable tasks as requested by the Executive via 
their Head of Department, CEO or relevant GPEx Co-ordinator. 

 
This job description may be periodically reviewed in consultation with the post holder. 
 

 


