
 

Administrator Vacancy 

 

Salary:   £13,260  
Contract Type:  Contract / Temporary (Fixed term funding until January 2020) 
Hours:   Part time (30 hours) 
Closing date:  Friday, 23 February, 2018 - 09:00  
Location:   Northumberland (South East Northumberland) 
 
Cygnus Support is a vibrant charity with a strong reputation as a professional 
emotional wellbeing service, offering talking therapies, education and support to 
individuals across Northumberland. Cygnus Support has had a presence in 
Northumberland for 30 years and we are very aware of the increase in the number of 
individuals who are struggling to maintain a good enough level of mental health. 
Mental health has become more common place and as an organisation we are 
working hard to consolidate our experience in order to improve and expand our 
services and be more responsive to local need in this area. 
 
We are looking to recruit an experienced, motivated and dynamic administrator to 
join the Cygnus team. Cygnus prides itself on offering a professional service that is 
sensitive and engaging to the diverse needs of client groups, so our administrator 
will need to be outgoing and have a positive outlook. The role is comprehensive and 
varied and will require someone with a high degree of multitasking and time 
management capability. As the administrator you will play an integral role across the 
service and will be key to the smooth running of the day to day activity, so attention 
to detail and an adaptability to all areas of the role are essential.  
 
Any offer of employment will be subject to satisfactory references and Enhanced 
Disclosure and Barring Services (DBS) check. 
 
To request an application form please email admin@cygnussupport.com , telephone 
01670 853977 or write to Cygnus Support 1, Council Road, Ashington, NE63 8RZ 
 
Closing Date is Friday 23rd February at 9 am. 
 
Interviews will be held week commencing 5th March 2018. 
 
Only those candidates selected for interview will be contacted 
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