
 

 

Voluntary Action South West Surrey 

are recruiting for an 

Administrative Assistant 

35 hours a week, Office is based in central Guildford  

£18,000 PA plus 6% employers pension contribution. 

 

We are recruiting for an administrative assistant to provide admin 

support for our friendly, busy office in central Guildford. The post 

holder will need to be well organised, proficient in Microsoft Office, 

have excellent communication skills both written and verbal. Duties 

include minute taking, maintaining our database, assisting with 

compiling newsletters, sending out communications to our mailing 

list and managing the ordering of office supplies. Voluntary Action is 

a charity providing support and advice for voluntary and community 

groups across Guildford and Waverley; travel to meetings across the 

two Boroughs will be required. 

Closing date for applications is 13th July, interviews will be held the 

following week. 

For further information and an application pack please contact, Carol 

Dunnett via;  

Phone - 01483 504626 or  

Email c.dunnett@vasws.org.uk  

mailto:c.dunnett@vasws.org.uk

