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Finance & Administration Assistant
21 hrs/week
Permanent position

Job Description


The Organisation

Our vision for Edinburgh is to be the premier city for volunteering in the UK. A city where the positive impact of volunteering is universally valued and respected, and where everyone regardless of their background or situation has the opportunity to participate so they can enhance their lives, the lives of others and build resilient communities.

To work towards our vision Volunteer Edinburgh offers a range of different services: Brokerage for volunteering opportunities in Edinburgh, Health and Wellbeing and Employability Service, Equality and Rights Network, Ukrainian Response Coordination, Volunteering Awards & Events, Training for Volunteer Management


Function of the Post

To provide a broad range of administrative support to the organisation.  

Place of work

The main place of work is Volunteer Edinburgh’s main office at 222 Leith Walk, EH6 5EQ.  

The office serves the public and all staff take part in supporting our Core Services team, therefore this role is not suitable for remote or hybrid working.
	
Accountable to

Finance Manager and then to the Chief Officer.

Main Responsibilities

Finance
· Maintain accurate and timely financial records in Xero, the online accounting system. 
· Issue and manage sales invoices and pursue outstanding debtors. 
· Record and manage purchase invoices/bills, including setting up payments in online banking.
· Administer and reimburse staff and volunteer expenses. 
· Reconcile petty cash, bank accounts, credit card, Stripe and PayPal accounts.
· Adhere to authorisation procedures and internal controls.
· Assist with preparation of payroll and pensions information for submission to an external payroll provider.
HR & admin
· Administer staff employment and absence records using an online HR system.
· Source and maintain electronic devices, office supplies and equipment, including keeping a record of fixed assets and IT hardware.
· Provide general administrative duties and light-touch IT support to colleagues across the organisation, allowing projects and services to operate as effectively as possible.
· Manage the facilities and premises, including sourcing supplies, setting up and administering room bookings and dealing with recycling and cleaning providers.
· Support the Finance Manager in meeting Health and Safety requirements by e.g. assisting with risk assessment and fire alarm testing.
· Keep accurate membership records; promote membership and administer renewals.
· Communicate effectively with, and maintain positive relationships with, internal and external stakeholders - staff, volunteers, members, suppliers and customers.
· Set up and maintain databases and spreadsheets.


Shared Responsibilities

Volunteer Edinburgh is a small organisation.  All staff are expected to be able to work flexibly and to share collective responsibilities for core Volunteer Edinburgh work.  This includes supporting our volunteers, advising members of the public who approach us and supporting activities promoting best practice in volunteer’s management.  Staff may also be required to take on additional tasks from time to time in consultation with the Line Manager.




Person Specification
These are the qualifications, skills, experience, knowledge and other attributes that are required to perform the job and will form the selection criteria.

Essential
1. Excellent organisational and administrative skills, including effective strategies for managing competing demands and a varied workload. 
2. A high level of attention to detail. 
3. Is self-motivated and works well independently and as part of a team. 
4. Highly numerate.
5. Has an understanding of basic financial administration such as invoicing or bookkeeping principles. 
6. Excellent communication skills - written, verbal, face to face.
7. Adapts and improves systems and processes to increase efficiency. 
8. High level of competency in MS Word, Excel and Outlook.   

Desirable
9. Experience of payroll and HR administration. 
10. Confidence in using an online accounting system, ideally Xero. 
11. Understanding of volunteering and the Third Sector. 




Outline Conditions of Service:

Supervision:

Supervision sessions with the Finance Manager at six weekly intervals.

Salary

Starting salary is £14,673 gross p.a. at 21 hrs per week. 
Salary scale is £14,673 - £15,790. Increments are applied annually.

Full time equivalent salary is £24,455 - £26,316 gross p.a., SJC legacy annual salary scales 15-19. 


Hours of Work

Normal working hours are 21 per week.  
The working pattern is negotiable. The hours may be worked over three, four or five days, Monday to Friday.
Volunteer Edinburgh offers time off in lieu.  Occasional evening or weekend work may be required.

Holidays

Annual leave entitlement is 29 days plus 6 public holidays (pro rata for part time employees).
The leave year runs from the 1st April to 31st March.
There are also 2 additional 'floating' days which are normally taken over the Christmas/New Year break when the office is closed.

Pension

Volunteer Edinburgh offers an Employer Pension Scheme.  Volunteer Edinburgh pays a 7% employer pension contribution and employees pay a minimum contribution of 3%.  Staff may opt out if they wish.

Termination

A minimum of one month’s calendar notice will be required.

Probation

There will be a probationary period of three months followed by a review.

Review

This job description is open to review by Volunteer Edinburgh’s Chief Executive and Management Board as and when appropriate in consultation with the post holder.
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