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Project Finance and Admin Assistant
Reports to Project manager and treasurer
Salary:  £13.10 per hour
Part time: 16 hours per week, normally Monday to Thursday with opportunity for flexible working
Role
The role of Project Finance and Admin Assistant is to ensure that Starter Packs Inverclyde
· Operates the financial systems effectively and efficiently
· Delivers its aims and objectives in supporting people in our community
· Deals with communications
· Meets the organisation’s legal requirements
Duties and responsibilities
· Day to day management of financial processes within the organisation
· Preparing end of year accounts and submission to OSCR
· Report 6-weekly finances to Management Committee
· General office duties
· Assist with the organising of fund-raising events
· Cover for Project Manager while at meetings, networking events and holidays
· Support volunteers
· Promote Starter Packs Inverclyde
· Post-holder is required to be flexible and may be asked to fulfil duties not listed above eg deliveries of goods outwith normal working hours
Person specification
Experience/ knowledge
· Understanding of financial management processes
· Experience of working in an admin role in an office environment
· Experience of modern communication tools such as web-sites, e-bulletins, and Facebook
· Understanding of the voluntary sector and its role in society
Skills
· Ability to use common Microsoft Office products effectively particularly spreadsheets
· Ability to work as part of a team
· Good presentation and ability to communicate pleasantly and efficiently in person, by phone and in writing
Support and accountability
The post-holder will be accountable to the Project manager who has day to day responsibility for the project and also to the treasurer of the Management Committee.
On an annual basis representatives of the Management Committee together the post-holder will conduct a face-to-face review. This review will provide the Management Committee and the post-holder with a forum to discuss accomplishments and successes as well as any areas of concern related to performance and future development etc.
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