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Office Coordinator 
Hearing Voices Network Dundee 
Part time - 20 hours, Monday to Friday, 10:00am to 2:00pm 
£15,600 per annum (£15ph) 

Who we are:
The Hearing Voices Network Dundee is a registered charity which provides a HaVeN for those who hear voices, as well as those in the community who experience mental health issues. The HaVen is a drop-in centre as well as a community café which is based in the Hilltown area of the city, offering one to one support and a variety of groups which are run and supported by volunteers.

Job Summary:
The Office Coordinator for the Hearing Voices Network in Dundee will manage financial activities, generate reports, and manage data collection. They postholder will also manage office operations, including paperwork and staff rotas, and assist with funding applications. The role requires financial management skills, experience with financial operating systems (e.g. SAGE) and be able to manage competing priorities in a busy office environment. Your place of work will be at our community hub in the Hilltown area of Dundee. 
Requirements:
Ideally, the successful candidate will have:
· experience in a similar role, ideally in a not-for-profit organisation.
· knowledge of financial management systems and practices.
· excellent organisational and communication skills.
· proficiency in Microsoft Office applications and financial systems, such as SAGE.
· attention to detail and accuracy in data management.
· ability to work independently and as part of a team.
· an interest in working with the client group the organisation supports.

Key Responsibilities
Financial Management:
Reconcile weekly petty cash
Process daily ad hoc financial expenses
Conduct monthly bank reconciliation activities and Operate SAGE financial system
Financial Reporting:
Prepare monthly financial board reports
Review budget and escalate issues to manager as required
Conduct yearly auditing and financial accounting activities
Produce quarterly financial reports for the Health & Social Care Partnership
Provide funder reports as required for inclusion in wider evaluation reporting
Manage and administer monthly payroll process
Data Management:
Collect data for reporting purposes for use by Manager and Board
Input data into appropriate systems
Office Management:
Co-ordinate and ensure phone calls are answered and directed appropriately
Ensure daily and weekly paperwork is available (sign-in sheets/group sheets)
Manage contracts and subscriptions
Complete sickness and annual leave paperwork and co-ordinate and monitor annual leave process
Create and circulate Hub staff rotas
Manage filing, photocopying, printing, etc.
Assist the manager with funding applications

Closing date:  12 noon on Friday 12 January 2024
To apply please request an application form by emailing Chair@havendundee.co.uk or telephone 01382 223023 for an application to be posted. 
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