Admin Assistant
Location: Oxford 

Commitment: 36 hours a week.

Responsibilities:
· Data collection, mitigation (change) and consolidation. 

· Editing and formatting of excel and word documents.

· Liase with other departments in finalising the Oxfam Equipment Catalogue.

· Reporting.

· General Project Administrative tasks.

Key skills:
· Interest in the Humanitarian sector.

· Tenancy and the ability to achieve milestones.

· Experience in Administration and record keeping.

· Excellent verbal and written English.

· Excellent proven Microsoft Word and Excel Skills.

· Good communication skills.

Contact: Charl van der Merwe, email: CvdMerwe@oxfam.org.uk. 
