Job Title: Administrative Assistant
Location: BEMIS Scotland (Glasgow Offices – George Square_
Salary: [Salary Range]
Contract: Part Time (Fixed Term until 31/03/26) 
About BEMIS Scotland
BEMIS Scotland is committed to promoting diversity, inclusion, and equality across Scotland’s communities. We work to support ethnic minority groups and ensure fair access to opportunities and resources.
Job Purpose
We are seeking a highly organised and proactive Administrative Assistant to support our operations. The successful candidate will play a crucial role in ensuring smooth internal administration by managing financial records, coordinating diary schedules, handling external communications, and maintaining internal HR records.
Key Responsibilities
· Financial Administration: Maintain accurate financial records, process invoices, and support the executive director in tracking expenditures.
· Diary and Communications Management: Monitor and coordinate diary requests, ensuring efficient scheduling of internal and external meetings.
· Email Correspondence: Manage and respond to communications from external agencies via the general email address, directing inquiries as appropriate.
· Staff Records Management: Maintain accurate records of staff annual leave and absences, ensuring up-to-date HR documentation.
· General Office Administration: Provide support with document preparation, filing, and office supplies management.
· Other Duties: Assist with additional administrative tasks as required to support the smooth running of the organisation.
Skills and Experience Required
· Previous experience in an administrative role, preferably in the charity or public sector.
· Strong organisational and multitasking abilities.
· Proficiency in Microsoft Office Suite (Word, Excel, Outlook).
· Excellent written and verbal communication skills.
· Attention to detail and ability to maintain confidentiality in HR and financial matters.
· Ability to work independently and as part of a team.
How to Apply
To apply, please send your CV and a cover letter outlining your suitability for the role to mail@bemis.org.uk   by 02/05/2026
[bookmark: _GoBack]BEMIS Scotland is an equal opportunities employer and welcomes applications from all backgrounds.

