
The responsibilities and powers of the Children and Young
People’s Commissioner are set out in the Commissioner
for Children and Young People (Scotland) Act 2003. 
The Commissioner is appointed by the King on the
recommendation of the Scottish Parliament
and is entirely independent of the
Scottish Government.

The Children & Young People’s

Commissioner Scotland 

is recruiting for the position of:

Please demonstrate your skills and
experience by returning CV and covering
letter  to recruitment@cypcs.org.uk

Website: www.cypcs.org.uk
Facebook: www.facebook.com/cypcs
Twitter: twitter.com/cypcs
Instagram: @cypcs

 
Interviews will take place w/c 7th November and will be conducted in person.

 
 

 

Disabled candidates and candidates with care

experience who satisfy the core essential

requirements for the post, will be invited for

interview.*
 

Finance Officer 

Part time, 18.5 hours per week

Grade 4 (£37,932 - £47,244) pro rata 

99 McDonald Road, Edinburgh, EH7 4NS

(Currently hybrid working between office and home)

 

 

25th October at noon

All applications are welcomed 

and must be submitted before

         
 

 



We are looking for a skilled finance professional who can hit the
ground running operating Sage software and providing expertise to
the team. 

Are you someone who thrives on producing accurate and timely
work and enjoys the implementation of  new financial procedures?    

If you meet the essential requirements  listed in the job description,
we would love to hear from you. As this post involves direct work
with children and young people, you will be required to obtain PVG
scheme membership through Disclosure Scotland. 

Role Summary:
The Finance Officer is a pivotal role within our busy and ambitious office.
As the office’s trusted expert on financial management, the Finance
Officer is responsible for the effective control of over £1 million of public
funding each year. This is role that requires an understanding of
Government Accounting and Audit Procedures, or an interest and
aptitude to learn about good governance in the public sector. 
Reporting to the Head of Corporate Services, the Finance Officer will
provide sound budgetary management and work within our agreed
reporting mechanisms to ensure the office is able to undertake its
statutory functions. 

The Finance Officer will lead on the effective implementation of any new
financial procedures and will be responsible for delivering training on
financial procedures and budgetary management to colleagues. The post
holder will also have the unique opportunity to assist the Head of
Corporate in continuous improvement within procurement and
contracts management for which training will be provided. 



Overview of the Children and Young People’s Commissioner
Scotland

In 2003 the Scottish Parliament wanted to “make a real difference by
creating an independent, high-profile and influential post” of Children and
Young People’s Commissioner with a responsibility to promote and
safeguard the rights of everyone under 18 in Scotland or up to 21 if the
young person is in care or has care experience.

Children and young people don’t have the same economic or political power
as adults. 

Adult systems aren’t designed around children’s needs and when things go
wrong it’s much harder for them to get justice. They need a champion who is
an independent person able to challenge those in power.

The role of Commissioner must do that, whilst bringing together different
parts of the political and institutional systems and society in the best
interests of the child. As well as being a champion for rights, a key part of the
job is to work with people who make decisions that affect children and young
people lives so that they deliver on their promises - for example within
education, healthcare, housing and justice.

Decision-makers must understand their rights obligations and include and
listen effectively to children and young people in order to do their jobs
properly.

The Commissioner for Children and Young People (Scotland) Act 2003.

The Scottish Public Finance Manual 

Financial Memorandum and agreements between the Scottish

Parliament Corporate Body (SPCB), the Finance Committee and the

Commissioner for Children and Young People Scotland. 

Public Procurement Framework(s)

The key strategic issues impacting on the post will be:



Who we are
 

Raising awareness and understanding of children’s human rights.
Reviewing law, policy and practice relating to children’s human rights. 
Promoting best practice by service providers.
Promoting, commissioning, undertaking, and publishing research to
promote better implementation of children’s human rights.

The Children and Young People's Commissioner Scotland is an independent
statutory body. The office has a current budget of £1.3 million and a
multidisciplinary team of 15 staff based in an office in central Edinburgh but
working all across Scotland. 

Scotland’s children and young people have told us that they need fierce
champions for their human rights: people who share our values of bravery,
independence, leadership, participation, and respect.

You’d be joining the Commissioner, Bruce Adamson, and his hard-working
and committed team striving to influence and drive progressive law, policy
and practice within children’s human rights. We do this by:

In doing this, the Commissioner must have regard to the United Nations
Convention on the Rights of the Child (UNCRC) and act in a way that
encourages equal opportunities. We must also encourage the involvement
of children and young people in the work of the office and consult relevant
organisations working with, and for children and young people, placing a
particular emphasis on those who are less likely to be included or listened to,
and those whose rights are most at risk. 

We currently support three Young Advisers groups aged 14-17and work
closely with them on specific projects as well as core aspects of our
governance. 



Why join us? 

Competitive salary.

Generous employer contribution pension of 27%

30 days annual leave plus additional 10.5 observed public holidays.

Wellbeing initiatives including our 'Healthy Living Allowance' - a
financial contribution to a health activity of your choice and our
'Employee Assistance Programme' covering advice and eight
sessions of counselling.

Flexible working policies allowing you to balance your home and work,
including working from home and flexible working hours.

 Competitive maternity and sick leave policies, always ensuring health
and wellbeing.

You’ll be valued as an essential part of a busy team, working every day to
ensure the smooth and effective running of our finance function.

In addition to the responsibilities of this post, you’ll also get the chance to
work directly with children and young people. 

We are a vibrant, multidisciplinary team and pride ourselves on living our
values of bravery, respect, participation, independence, and leadership.
Our work sits at the forefront of children's rights in Scotland. Our
fantastic, recently designed office  and new technology allow us to work
flexibly and welcome children from across Scotland. 
Not only do we have a friendly and ambitious team which sets us apart and
ensures that the work we do is of value to Scotland, we also provide all our
employees with a very generous benefits package. This package rewards
the team for the work they do, and ensures that work-life balance and
wellbeing is top priority.

Our employee benefits package includes:



Degree or post graduate qualification in a relevant discipline such as
Accountancy and Finance, Business Management, Economics OR
substantial experience working in a similar role(s) and at a similar level.  
At least three years’ experience in a financial management role.  
Demonstrable advanced competency in SAGE, MS Excel, and all other
MS applications. 
Oversight of financial management through use of SAGE software and
production of regular reports to senior staff and colleagues. 
Experience of the requirements of audit and reporting requirements
of an organisation (not necessarily government). 
Experience of managing budgets and exception reporting.
Experience of providing advice to colleagues and producing and
delivering presentations. 
Experience of managing budgets and exception reporting. 
Ability to influence others and lead by example. 
Excellent written and oral communications skills including good
working knowledge of office-based ICT. 
A proven track record of a proactive, solution-based approach. 
Ability to critically evaluate options and make sound decisions and
recommendations in a fast-paced environment. 
Ability to work autonomously in a stand-alone role with experience of
talking ownership and being accountable for work and encouraging
others to do the same. 
Ability to prioritise workload, lead by example and on key strategic
pieces of work. 

Core essential requirements in blue

  Essential Requirements: 

HNC/HND in relevant subject.

Experience of financial management within the public sector

An interest in working directly with children and young people.

An interest in children’s rights and civil society.

An understanding of the public sector in Scotland.

  Desirable Requirements:
 The successful candidate may have



Use SAGE and other banking applications to pay invoices, credit card
transactions and undertake banking reconciliation. 
Interpret and approve staffing spend, working with our payroll provider to
accurately undertake monthly payroll administration. 
Management of cash controls including banking and petty cash, and ensuring
bookkeeping is up to date. 
Ensure all expenses are within assigned project budgets and provide financial
reports to colleagues and to the Senior Management Team. 
Ensure that financial transactions are properly and promptly updated and
recorded. 
Identify and resolve any invoicing issues, accounting discrepancies and other
financial related issues. 
Assist the Head of Corporate in preparing yearly budget submissions to the
Scottish Parliamentary Corporate Body. 
Monitor and track yearly budgets to provide oversight and history of projects
and spending decisions and applications. 
In conjunction with the Senior Management Team, prepare projection of
spend and financial forecasting. 
Provide financial submissions to the office’s appointed auditors. 
Assist the Head of Corporate in preparing the Annual Accounts. 
Perform all financial analysis, reporting and management tasks.

Provide pension administration support to our civil service pension provider,
MYCSP. 
Monitor and highlight employer pension notices, providing advice to the Head
of Corporate on key notifications. 
Advise and champion the office’s public procurement framework. 
Assist the Head of Corporate in contracts and asset management. 
Work with the colleagues in the Corporate Services Team to ensure that
bookings and events are effectively administrated and budgeted for. 
Prepare training and presentations for the wider staff team on management of
financials and budgeting. 
Prepare presentations and training for the office’s Young Adviser’s Group,
ensuring that the financial management of the office is understood and
influenced with children and young people’s participation at its heart. 
Work with the Head of Corporate to introduce a robust participatory
budgeting policy. 
Provide annual leave calculations and any other ad hoc Corporate Services
support. 
Foster and maintain good working relationships with internal and external
stakeholders. 

Leading on the financial management for the office, including, but not limited to: 

Providing corporate services support to the wider staff team: 

Responsibilities:



Appointment to this post, is subject to membership of the PVG scheme (Protection of Vulnerable
Groups scheme) and satisfactory PVG Scheme records issued by Disclosure Scotland. Where the
contents of a PVG Scheme record are not satisfactory, we reserve the right to withdraw the offer of
employment. 

Successful candidates will be required to produce original certificates to enable us to verify
qualifications and right to work in the UK. 

* Disability is defined as a physical or mental impairment, which has a substantial and long-term
adverse effect on a person’s ability to carry out normal day-to-day activities.

* Care-experience includes anyone who has ever been looked after in local authority care (for
instance if you have been in foster care/kinship care/residential care, or have been looked after at
home on a compulsory order).


