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Project Development and Administrator role for Pasda which supports parent-carers of autistic adults.

Part time 80 hours a month, fixed term12 months.

Flexible hours, office based but working from home negotiable.
Flexible contract, split post negotiable. 

Salary £24,000 pro rata.

Annual leave 20 days, 11 public holidays
Pension scheme
Diversity and Inclusion. We welcome all. 

Facilitation of social groups, including evenings and week-ends, at various locations in the Lothians. 
Prepare and organise set up for meetings eg agenda, map of venue location, organise milk/coffee/biscuits, IT equipment. 
Gather and compile data for reporting purposes to support the Trustee Board and staff as required eg number of carers attending a meeting or workshop.
Work as part of a team developing good links with external agencies eg other carer and neuro-divergent organisations. 
Provide administrative support including: mail processes, electronic diary, telephone enquiries, room bookings, travel arrangements, order stationery and office supplies, printing documents as required. 
Maintain integrated office management systems e.g. records management, feedback survey data, contact database. 

Advantage to have a driving license and own car. 

Closing date for applications 22 August 2025. 

For application form: Contact info@pasda.org.uk





