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September 2023 
 

Job Application Pack for Administration Assistant Post, Full-Time, Fixed-Term Contract
 
 
Dear Applicant,
 
Thank you for your interest in applying for the Temporary Administration Assistant post at JustRight Scotland (JRS).
 
About Us

JustRight Scotland is Scotland’s legal centre for justice and human rights. We are a team of expert lawyers, working in partnership with like-minded organisations who share our vision of a fairer and more equal Scotland. Our organisation is comprised of 4 legal centres and our policy and participation hub:

- Scottish Refugee and Migrant Centre
- Scottish Anti-Trafficking and Exploitation Centre
- Scottish Just Law Centre
- Scottish Women’s Rights Centre
- Just Rights for All & JustCitizens

We currently deliver projects with over 30 organisations in Scotland, UK, Europe and internationally. This is an exciting opportunity to help strengthen the backroom operations that underpin our work as a successful, innovative, high-performing legal charity. 

At JustRight Scotland, we are dedicated to upholding equitable workplace practices, including union recognition. Our commitment extends to offering a living wage, flexible work arrangements, professional development opportunities, and comprehensive well-being support for all our team members. While some in-person office collaboration is essential, we also embrace and actively support remote and hybrid work arrangements, fostering a flexible and inclusive work environment.

About You

We seek an organised and detail-oriented individual with a passion for team support. Your exceptional organisational skills and keen eye for accuracy make you an essential part in the core team. Working closely with the team, you'll play a pivotal role in maintaining strong operational systems and practices, ensuring our work is executed seamlessly. You're driven by excellence and ready to contribute to our success.




Recruitment Timeline:   
The closing date for applications is 11:59pm Sunday 8th October 2023. 
Interviews will take place during the week commencing 16th October 2023, preferably in person. 
 
Please email completed applications to Natalia Uribe at recruitment@justrightscotland.org.uk with the header PRIVATE AND CONFIDENTIAL. 
 
If you need this information in a different format, or have any other questions about applying, please contact Natalia on 0141 406 5350 or by email to recruitment@justrightscotland.org.uk. 
 
 
Yours sincerely,
 

[image: ]
Emma Hutton, Chief Executive Officer
JustRight Scotland




Administration Assistant Job Description

Job title: 			Administration Assistant 
Reports to: 			Lead Solicitor, Scottish Refugee and Migrant Centre  
Length of contract: 	Six Months Fixed-Term Contract 
Hours:			Full time 35 hours per week with option for part time
Salary: 			£25,600 per annum 
Pension:			8% employer pension contribution
Leave: 			37.5 days inclusive of public holidays
Location: 			Glasgow with scope for hybrid and home working 

Job Purpose and Context

Provide general finance and administration assistance to support the effective and efficient delivery of JustRight Scotland’s legal centres and core operational functions.  


Key Responsibilities:

Specific:

· Maintain timely and accurate records of work undertaken using our case management system, and other procedures designed to manage and track our work in a safe, efficient and effective manner as set down in the JRS operational manual and any manuals and policies designed for the organisation and/or legal centres.

· Under the direction and supervision of centre solicitors, undertake financial and administrative duties linked to the legal centres’ casework, outreach as well as the operation of the centres.

· Assist with financial administration tasks including processing invoices and expenses claims for approval and maintaining proper financial records on financial management systems and filing of all relevant paperwork.

· Under the supervision of the Executive and Senior Executive Assistant, assist with office administration including telephone, internet, IT, reception, facilities management, post services and stationery supplies.

· Assisting with administrative work required for the regular review and evaluation of project implementation/KPIs across legal centres.

· Attendance, and contribution to internal meetings where required. 

· Provide general administrative support as required.


General

· To work independently but also collaboratively with other members of the JRS team and our other collaboration partners.

· To complete other tasks necessary to contribute to the operational management, sustainability, and development of JRS in the pursuit of its strategic goals.

· To prioritise work effectively and ensure that work is completed professionally and to high standards.

· To ensure that an inclusive, human rights-based approach lies at the core of how work is conducted.

· To conduct all work in line with JRS policies and procedures, including our Equalities and Diversity Policy.





Person Specification

Essential Criteria

· Experience in a similar or equivalent role
· Knowledge of Microsoft 365 packages including Outlook, Word, Excel, and SharePoint
· Skills in organising different tasks and pieces of work 
· Excellent written and verbal communication skills
· Confidence in liaising with external organisations
· Attention to detail and accuracy  
· Flexible and responsive attitude 
· Experience of recording data on electronic systems
· Ability to manage competing deadlines, to a high standard without significant supervision
· Ability to work in a small team in a cooperative, flexible and supportive manner  
· A commitment to the values and principles of human rights and justice
· Understanding, awareness of, and commitment to, the principles and practice of equal opportunities and diversity


Desirable Criteria 

· Experience of finance administration such as processing invoices and using finance packages 
· Experience of reporting detailed financial information








Application Form
 
Please read this application form and the application pack carefully before you start to complete this form. Please complete each section, demonstrating how your skills, knowledge and experience meet the person specification for the post. You may find it helpful to illustrate with examples from your previous professional or voluntary work, or studies. Do not include a separate CV or other background material, as we will only use the information in this form when deciding whether to shortlist applicants.

Please email completed applications to Natalia Uribe at recruitment@justrightscotland.org.uk with the header PRIVATE AND CONFIDENTIAL or post them marked “private and confidential” to Recruitment, JustRight Scotland, Room 1, 1st Floor, Libertas House, 39 St Vincent Place, Glasgow, G1 2ER.
 
The closing date for applications is 11:59pm Sunday 8th October 2023. 
Interviews will take place during the week commencing 16th October 2023, preferably in person.

 
CONTACT DETAILS
 
Name: 
Address: 
Postcode: 
Email : 
Phone numbers:
(Day):	
(Evening):

 
I understand that JRS will hold the information I have given in this form, solely for purposes of considering my application, and as part of my contract record, if successful. I consent to this, and understand that I can ask JRS to produce for me, or delete this information at any time, on my request.

I confirm that to the best of my knowledge the information given in this application is correct, that I am lawfully able to undertake this work, and that any information given can be treated as part of any subsequent contract.
 


 
Signed: 								Date:





EDUCATION AND TRAINING
 
Please list any education and training courses undertaken that are relevant to the post.
 
 
 
	Dates
	School/College/Other
	Course/Qualifications

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





	Date
	Training (Training Providers)

	
	

	
	

	
	

	
	





 



WORK EXPERIENCE
 
Please list all your work experience, both paid and unpaid. Start with your current or most recent employment and list the remainder in reverse order.
 
 
 
	Dates
	Name/Address of Employer
	Post or Activity 
	Main Duties/ Responsibilities

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



 



INFORMATION IN SUPPORT OF YOUR APPLICATION
 
In this section, we would like you to demonstrate how you meet the requirements for this role.
Please outline the reasons why you are interested in this position, and demonstrate that you meet the person specification by giving specific examples which show that you have the necessary skills, knowledge and experience for the role.
Please attach additional pages if necessary, but do not exceed 750 words in answering this question.
 
	





 
 



REFEREES
 
Please give the names, addresses, telephone numbers and email addresses of two referees. One of these should be your current or most recent employer. If you are shortlisted for the post, we may contact one of your referees before your interview. You may indicate that you would prefer us not to contact one particular referee at this stage.
 
 
First Referee:
 
	Name	
	

	Title or Position	
	

	Organisation	
	

	Address	
	

	Telephone number	
	

	 
	

	Email address	
	

	In what capacity is this person known to you?	 
	


 
 
 
Second Referee
 
	Name	
	

	Title or Position	
	

	Organisation	
	

	Address	
	

	Telephone number	
	

	 
	

	Email address	
	

	In what capacity is this person known to you?	 
	


















Equality and Diversity Monitoring Form

JustRight Scotland values equality of opportunity and supports diversity.  Please help us monitor our effectiveness as an organisation committed to equal opportunities by completing this form.  Please note that filling in this form is voluntary, and not required as part of the application process. This form will be separated from your application form and will only be used for this monitoring purpose.

	Please fill in the following form

	
What is your gender? 

(e.g. male / female / non-binary / prefer not to say/prefer to self-describe)

	


	
Do you now or have you ever considered yourself to be a transgender person?
(Please Circle or Delete)
	
  Yes

  No

  Prefer not to say


	
Are you married or in a civil partnership?
(Please Circle or Delete)

	
  Yes

  No

  Prefer not to say


	
Age:
(Please Circle or Delete)

	
  16-24                      25-29

  30-34                      35-39

  40-44                      45-49

  50-54                      55-59

  60-64                     65+

  Prefer not to say




	
What is your ethnic origin?

(Ethnic origin is not about nationality, place of birth, or citizenship. It is about the ethnic group to which you perceive you belong. Please tick the appropriate box)
(Please Circle)

	
White

English                Welsh

Scottish               Northern Irish

Irish                      British

Gypsy/Irish Traveller

  Prefer not to say

  Any other white background:

_______________________________

Mixed/multiple ethnic groups

White & Black Caribbean

  White & Black African

  White & Asian                           

  Prefer not to say                          

Any other white/multiple background:

_______________________________

Asian/Asian British  

Indian                    Pakistani

Bangladeshi         Chinese

  Prefer not to say

  Any other Asian/Asian British background:

_______________________________


Black/African/Caribbean/Black British
                       
  African                    Caribbean

  Prefer not to say                     

Any other Black/African/Caribbean/Black British background:

________________________________

Other ethnic group

  Arab

  Prefer not to say

  Any other ethnic group:



	
Do you consider yourself to have a disability or health condition?   


What is the effect or impact of your disability or health condition on your ability to give your best at work? 

(The information in this form is for monitoring purposes only. If you believe you need a ‘reasonable adjustment’, then please discuss this with the JRS staff member responsible for this recruitment)
(Please Circle or Delete)

	
  Yes                        No

  Prefer not to say

Please write in here:












	
What is your sexual orientation?

	
  Heterosexual    

  Gay Woman/Lesbian

  Gay Man                Bisexual

  Prefer not to say    

  If you prefer to use your own term, please specify here:




                          

	
What is your religion or belief?

	
  No religion/belief   Buddhist

  Christian                   Hindu

  Jewish                       Muslim

  Sikh                   Prefer not to say

  Other religion or belief:





	
Do you have caring responsibilities?

(Tick all that apply)

	
  None

Primary carer of a child/children (under 18)

Primary carer of disabled child/children

Primary carer of disabled adult (18 and over)

Primary carer of older person

Secondary carer (another person carries out the main caring role)

Prefer not to say



	
Did either of your parents (or carers) have a university education?
	
  Yes (at least one parent / carer)

  No (no parents / carers)

Prefer not to say
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