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January 2026

Dear Applicant

[bookmark: _Hlk179963728]Post: 			Administration Manager
Term:	 		Permanent
Salary: 			£31,974FTE (£19,184 for 0.6) SCP29 per annum
Hours:			0.6 FTE (3 days per week)
Place of Work:  	Office (currently Exeter) with hybrid working arrangements
 
Devon Communities Together (DCT) is the operating name of The Community Council of Devon, an independent charitable company founded in 1961, and part of a national network of Rural Community Councils, Action with Communities in Rural England (ACRE) https://acre.org.uk/

We are an asset-based rural and coastal community development organisation. Our vision is that Devon’s rural, coastal and market towns and communities are thriving, sustainable and inclusive places to live and work.

We support community development, capacity building and collaborative community projects across Devon. We work alongside people who live in rural, coastal and market towns and communities in Devon, particularly those who face the greatest needs and challenges as a result of where they live.

Please use the Application Form provided; we do not accept Curriculum Vitae (CV).  Please let us know if you would like to submit your application in a different format and if you would prefer to submit a Magna Vitae as part of your application, we would be pleased to accept this (please see below for details). 
 
Magna Vitae
Should you wish to submit a Magna Vitae as part of your application, we would be pleased to accept this.  A Magna Vitae is an honest description of a candidate’s past to celebrate how they have overcome the difficulties in their life. It gives an explanation of what they have learned during their journey and describes the events during different periods of the person’s life. The Magna Vitae is always simple, clear and direct.
It includes:
•	a photo of the candidate
•	a list of their achievements, skills and attributes
•	their preferences, for example: working as part of a team, working night shifts etc.
•	references, often from a professional involved in the support of the individual
•	their ability to travel
•	contact information

For more information on Magna Vitae please visit https://youtu.be/zCRvphjp-7M 

Please note that the shortlisting process involves scoring applicants against how well they match the person specification, so please provide clear evidence of how you meet each of the requirements. Where job requirements and operational demands allow, we will consider any reasonable requests for flexible working patterns.

Our preferred method of receipt of applications is via e-mail to recruitment@devoncommunities.org.uk.  However, if you prefer to send a hard copy of your application in the post please mark the envelope ‘Confidential: Job application’ and provide a stamped addressed envelope if you require acknowledgement of its receipt. 

Deadline for applications: Please note that all applications must be received at Devon Communities Together office by 12 noon Monday 23rd February 2026 
Interview Date: Interviews will be held on Friday 6th March 2026.  The start date will be as soon as reasonably practicable after interview.

It is Devon Communities Together’s usual practice to only contact those applicants selected for interview, so if you have not heard from us by Friday 6th February, please assume your application has been unsuccessful.If you require this application pack in large print or a different format, please contact Devon Communities Together on 01392 248919
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