
 

 
 
 
 

 
 
 
 

We don’t hire people just because they can do a job,  
we hire people because they love the club! 

 

Job Description 
Admin Assistant 

 

 
 

 



 

About Us 
The Women’s Business Club is a national support network for businesswomen. Our 

mission, vision, and obsession is to connect, support and empower businesswomen 

across the UK. We do this through our three services; Meetups, Masterminds, and our 

Women’s Business Conference & Awards. What we do is simply and effective! 

About The Job 
Although we work very hard we also have a lot of fun. Your role will be hard work as we 

aren’t slackers at the Women’s Business Club but it’s an essential requirement to have 

fun too! 

 

Our golden rule is not to gossip! We abhor gossip in any shape, size or form. No matter 

what you think of any one of our clients, your duty is to keep it to yourself and try to see 

the good in people. When you speak about any one of your fellow team members or 

about one of our clients, you speak highly of them no matter what. This is how we have 

chosen to treat people, not because they deserve it, some really don’t, but because this 

is our ethos. 

About You 

Your primary role is to be passionate about the company and absolutely love what we 

do. This is our number one criteria for any of our team. After that we expect our team 

members to understand the everyone is different and no matter if our clients are sweet 

and lovely or a bit loud and brash, we treat everyone the same and with kindness. You: 

 

- Are passionate about the Women’s Business Club 

- Are a hard worker who goes the extra mile 

- Have an excellent command of the English language 

- Enjoy connecting with people  

 



 

The Role of Admin Assistant: 

Your primary responsibility is to ensure that our team are freed up from admin 

activity so that they can focus on what they need to do.  

Activities: 

- Support leader onboarding process. 

- Uploading information to Google docs, Eventbrite, Facebook, Google 

calendar and other platforms. 

- Adding leaders to Facebook groups and events and helping them with any 

ongoing enquiries. 

- Work on Asana and Slack 

Reporting: 

You will work alongside the management team of Women’s Business Club to 

support ongoing admin tasks. The role will ideally suit someone who has an 

admin background, worked with various software platforms and is keen to learn 

more and is looking for a more flexible work environment.  All applicants will be 

considered. 

Benefits: 

● Flexible working hours 

● Work from home most of the time 

● Ongoing training 

● Support from a friendly team 

 

Desired skills and experience: 

● Excellent computer skills able to turn your hand to most things 

● Proven track record in an admin or organisational role 

● Excellent communications skills 

● Self-motivated, ambitious, hardworking and driven 

 

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

www.womensbusiness.club 

 


