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Maslow’s Community Shop (CIC)
Admin/Finance Worker 
Job Description & Person Specification
Background

Maslow’s Community Shop was founded in 2016 with the aim to empower refugees, asylum seekers and others experiencing hardship in the community by enabling them to improve their financial and social situation and by promoting community
cohesion.

· Maslow’s provides free clothing and household goods on a referral basis from local agencies to people throughout Glasgow and in our local community.  
· We engage with community agencies to assist those in the community with essential items such as sanitary products, nappies, prams and bikes.
· We encourage community cohesion by providing a social space for the community to meet and participate in learning activities.
· We hold regular social events and outings for our volunteers and those in the local community from diverse backgrounds to interact socially such as celebratory occasions, trips to the Pantomime, Christmas Parties, Halloween. 
· We also hold regular fundraising activity and run stalls at local Govan Events. 
· We run weekly English classes at Beginner and Intermediate levels and a Spanish Exchange Class. 
We help local people and asylum seekers develop skills which will enhance their employability by recruiting them as volunteers – giving us a team of 20+ volunteers.

Maslow’s Community Shop is going through a period of growth as we address increased demand for our services. This position is required to support the delivery of our service. We are looking for someone who can help us develop while keeping our values and ensuring our service users and volunteers are at the centre of our project. 

What it is like to work here

Maslow’s is a fun, interesting and supportive place for you to grow and professionally develop in the voluntary sector. You will report to the Directors and work alongside a team of volunteers, shift leaders and managers who will support you as you bring your expertise in admin and financial duties. 

Application process
To apply for this post, please send an up-to-date CV and a covering letter explaining how you think your skills and experience meet the job specification to maslowscommunity@gmail.com
Closing date: 10/09/21
Maslow’s is committed to interviewing all applicants with lived experience of the UK asylum and immigration system, if they meet the essential person specification.

Duties and Responsibilities

Job Title: 		Admin/Finance worker
Hours: 		17.5 hrs per week. (2.5 days) 
Salary:- 		£20,000 per annum (pro rata) +3%pension
Contract:- 	Post ends 30th September 2024. Subject to review after six months.
Responsible to:- 	Board of Directors.
Purpose:-	To take responsibility for all admin tasks that ensure the smooth running of the project and assist in its development.
The role will include the day-to-day management of the                       accounts, finance and reporting. The role holder will report on Maslow’s finances and work with the managers and the Directors to ensure the current financial position is accurate and projections of future spend and financing requirements can be made.



Job description:
Main admin tasks:
· Work closely with managers to maintain and update policies and procedures.
· Be responsible for all admin tasks relating to recruiting and supporting volunteers
· Work closely with managers to produce monthly stats and report to directors meeting on these.
· Be responsible for organising meetings and taking minutes.
· Be responsible for all admin tasks relating to the organisation of classes and events for service users and volunteers.
· Front of house duties, welcoming and signing in service users attending classes or events.
· Work closely with shift leaders to ensure stock is ordered when required.
· Complying with H&S policy, especially in relation to covid 19


   Main Finance Tasks:
· Ensure suppliers and employees are paid on time and accurately
· Process employee and volunteer expenses and petty cash
· Bank and record weekly shop takings 
· Raise invoices where required
· Process and record income and expenditure using Excel
· Support managers and directors when preparing monthly accounts
· Monitor and report on budgets and accounts
· Keep accurate records and maintain accounts filing systems
· Supply financial information where required for funders 
· Prepare annual financial report to a standard fit for HMRC and Companies House. 

Person Specification.
	
Essential 
	
Desirable


	· Ability to use IT and Microsoft Office Applications. Ability to use Excel or other accounting software to record income and expenditure
· Experience of bookkeeping, monthly and annual accounting preparation
· Attention to detail and ability to process accurately
· Excellent customer care and interpersonal skills
· Ability to clearly communicate with internal and external contacts
· Professionalism when handling confidential information
· Experience of improving systems and processes to make them more efficient
· Ability to work without supervision 
· Flexible, self-starter with excellent communication skills.
· An ability to conduct all duties in a manner that is non-judgmental and respects differences 



	· Knowledge of the refugee sector in the UK, and a passion and enthusiasm for making a difference to the lives of refugees 
· Additional language skills 
· Clean Driving licence 
· GDPR Compliance
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