
UKAGP Administrator: Job Description  

and Person Specification 

 

Overview  

 
The UK Association for Gestalt Practitioners is looking to hire an administrator to support the 
work of the organising committee and to help us fulfil our organisational aims.  

On a day-to-day basis, our administrator is the public face of UKAGP, acting as the primary 
point of contact between the organisation and our wider membership, providing administrative 
support for a varied range of tasks. 

The role requires excellent IT and communication skills, and would suit someone who is self-
motivated, highly organised and detail orientated, with the ability to work both independently 
and collaboratively. An understanding of Gestalt Therapy and the wider world of 
psychotherapy/counselling, coaching and/or organisational development would be an 
advantage, but is not essential for the role. 

The post is offered on a self employed basis (approx 200 hours per year) and is home-based. 
As such, access to a good computer and a reliable broadband internet connection is essential.  

 

About UKAGP 

The UK Association for Gestalt Practitioners is the UK’s National Organisation for Gestalt 
Therapy.  

We aim to represent, promote and support Gestalt Therapy, and are the primary ‘go to’ place 
for all Gestalt related information in the UK. 

A key part of our work is hosting conferences and community days for gestalt practitioners, 
alternating each year between a 3 day residential conference and a one day event e.g. a 
community day. Our administrator plays a key role in providing organisational support for these 
events.  

UKAGP is a membership association and is managed voluntarily by a committee of elected 
members who represent the Association. As such, our administrator is the only paid role within 
the organisation, and the administrator needs to be sensitive to the fact that committee 
members are volunteers with varying levels of availability throughout the year.  

To learn more about the work that we do, you can read about UKAGP and Gestalt Therapy on 
our website.  

http://ukagp.org.uk/conference/overview/
http://ukagp.org.uk/about-ukagp/
http://ukagp.org.uk/about-gestalt/


 

 

UKAGP Administrator: Tasks & Responsibilities 

The UKAGP administrator is required to: 

 

● Manage the UKAGP email account (a minimum of three times each week) and 
respond to enquiries from the committee, UKAGP members and the public.  

● Maintain the membership database and provide support and information to members 
who wish to join UKAGP. 

● Log membership payments, and contact members who have lapsed / need to renew 
their membership.  

● Manage our email/distribution list and ensure it is up to date. 

● Deliver specific administrative tasks as directed by UKAGP Organising Committee 

● Publish e-newsletters and email communications to members as directed by the 
UKAGP Organising Committee. 

● Attend Committee meetings as required (approx 3 per year, usually held in London) 
and support the Secretary with providing administrative support as required - 
minuting, creating agendas, printing etc.  

● Organise virtual meetings for the organising committee and provide basic technical 
support. 

● Support our conference planning with any administrative tasks as directed by the 
Conference Organising Committee. 

● Communicate with gestalt training institutes to arrange student membership 
renewals. 

● Liaise with the Publicity officer and provide administrative support for upcoming 
communications, PR and events. 

● Support the Website Manager to maintain and update the UKAGP website. 

● Source external resources to support the work of the committee (e.g. meeting 
venues, printers etc) 

● Undertake any other tasks that can be reasonably expected that are within the 
scope and spirit of the job 

 

 

 

 



 

Person Specification 

The UKAGP administrator will possess the following skills and experience: 

 

Essential: 

The successful applicant will have: 

● Excellent verbal and written communication skills 

● Excellent IT skills - especially with spreadsheets, word processing, web content 

management systems and email. 

● Excellent time management skills 

● Ability to work both independently and collaboratively 

● Sound track record of administrative competence 

● Flexible, adaptable disposition and be able to set limits 

● Ability to prioritise tasks in consultation with the Chair and/or Secretary 

● Familiarity with Wordpress or a similar website content management system  

● Experience of using Google Apps Suite - especially Gmail and Google Drive 

 

Desirable: 
● Experience of creating / publishing e-shots in Mailchimp (or similar software)  

● Experience of remote working in an organisational context 

● Experience of supporting and / or being part of a committee.  

● An understanding of / interest in gestalt therapy  

 

Personal Skills: 

 
● Able to take initiative   

● Highly Organised 

● Detail Orientated  

● Assertive - able to set limits and realistic expectations. 

● Good all-round communication skills 

● Confidence in managing own time efficiently and effectively 

● Self awareness - ability to reflect on performance and respond to feedback 

● Understanding of own support needs 



● Good sense of humour 

Contractual Terms  

The UKAGP Administrator is not an employed post.  You will be self employed and therefore 
need to submit invoices to UKAGP monthly; be responsible for paying your own National 
Insurance and tax and will not receive any holiday or sick pay.  

Wage: £15 per hour 

The post guarantees a minimum 200 hours per year (variable weekly according to demand). 
Additional hours may be available for specific projects. 

You will need to supply your own computer, phone, and have a reliable broadband internet 
connection.  

The role involves occasional travel to locations around the UK for meetings and events. As 
such, you should be able to travel independently (using car or public transport). Any travel 
expenses will be paid in addition to your wage.  

To apply please send your CV and a covering letter describing your interest in the role, and 
what you would bring to it, to chair@ukagp.org.uk. 

 

 

 

 

 
 

 

 

mailto:chair@ukagp.org.uk

