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Job Description


Job Title:		Admin and Finance Assistant
Responsible to:	Business Manager 
[bookmark: _Hlk126136162]Salary: 		£22,718 - £24,590 
Contract:		Temporary (12 month fixed term contract)
Main purpose of role
Fresh Start provides support to people moving on from or those at risk of homelessness through the provision of goods and services. 
We also operate a PAT Testing social enterprise, and our customers include businesses, churches, individuals and third sector organisations throughout the Edinburgh area with all monies raised via the PAT business contributing to the work of Fresh Start.

The role of Admin & Finance Assistant is to provide support to the administrative function of Fresh Start, ensuring that everything behind the scenes is running smoothly. 

Fresh Start is a small charity and a flexible approach and the ability to multi-task is essential.  A good team player who can also work on their own initiative and be pro-active in ensuring the smooth running of the organisation is required for this role.

Main Duties and Tasks

Admin

· Be the first point of contact via the telephone or email for all contacts, i.e. volunteers, donors, service users and agency workers.
· Respond appropriately or pass to the relevant team all emails and phone messages regarding Fresh Start services.
· Processing of all referrals and passing to appropriate staff member/team for action. 
· Opening/distributing mail. 
· Filing paperwork appropriately, photocopying and scanning. 
· Assisting with preparation of Fresh Start meetings and events.
· Assisting with diary management.
· Maintaining the supply of stationery and ordering as required.
· Updating and maintaining Fresh Start’s database. 
· To undertake other administrative tasks as required by the Senior Management Team. 
· Provide admin support for fundraising events, internal meetings, and staff team appropriate and directed by Business Manager.

Finance 
· Daily reconciliation of the bank account using Xero software. 
· Petty cash and cash book reconciliation. 
· Track Gift Aid donations and claims.
· Weekly banking of all monies received. 
· Process transactions onto Xero, direct debits, supplier invoices, charity vouchers, debit card purchases.
· Cross checking expenses/managers approvals.
· Monthly invoicing for all income sources.
· Manage and follow up on bad debt. 

PAT Business
· Proactively contact customers for repeat bookings.
· Seek opportunities for new customers.
· Download and process all PAT results, including invoicing. 
· Maintain, book and manage appointments into the PAT testing diary.
· Maintain the PAT testing database.

Miscellaneous
· Attend fundraising and other events organised by, or on behalf, of Fresh Start.
· Contribute to Fresh Start’s strategy. 
· Participate in Fresh Start’s supervision and dev elopement plans.
· Represent Fresh Start at external meetings as required.
· Attend Fresh Start team meetings, away days, training and other forums as requested.
· Comply with Fresh Starts company policies and procedures. 
· To undertake any other duties appropriate to the post as requested by the Senior Management Team.



Conditions:

· The post is for 37 hours per week over five days Monday to Friday (a flexi time system operates, between 8.00-18.00, Monday –Thursday and 08.00-15.00 on Friday).  There may be some occasional evening or weekend work required, for which time in lieu will be given. 
· This is a fixed term contract for a 12 month period with a probation period of 6 months 
· The post will be based at 22-24 Ferry Road Drive, EH4 4BR, with the possibility of some hybrid working.
· There are 29 days annual leave, plus 6 statutory public holidays.  The project closes over Christmas and New Year; three days from annual leave allocation are set aside for this.
· There is a contributory pension scheme in place with 4% employee and 6% employer contributions. 

Person Specification:

	FACTOR
	ESSENTIAL
	DESIRABLE

	Qualifications
	None
	Educated to higher grade/A level

	Experience, Knowledge and Skills
	Attention to detail 

Experience of working in a fast paced environment dealing with multiple services/departments 

Experience of reception and/or administration

Methodical and thorough approach to work

Ability to work on own initiative

Ability to multi task and prioritise

Good communication skills

An empathy with the values of Fresh Start and the voluntary sector

Good IT skills and experience of Microsoft Office

Empathy with issues relating to homelessness and poverty


	Experience of working in the third sector

Experience of working in an environment that works with vulnerable groups

Experience using financial software

Experience in a finance assistant or similar role 
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