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Job Title: 
Finance and Business Support Assistant
Main Purpose of Job:
The purpose of this role is to assist the management team to ensure that the Finance and Business activities of The Canmore Trust are effectively delivered in line with our core values. 
Reports to: 
Chief Operating Officer
Location:
Stirling (with some hybrid working)
Salary: £26, 235 - £28,134

Background to the work of The Canmore Trust
Suicide is now the highest cause of death in the UK under the age of 35 years. Recent work in Scotland suggests that around 20% of men and women in Scotland under the age of 35 years will experience significant suicidal thinking.  
The Gibson family, motivated by the loss of their son and brother, Cameron, to suicide in October 2019, established a charity, “The Canmore Trust” (SC051511) in January 2022 to act in suicide prevention, and in suicide postvention, with the following Aims:
· To work with schools, colleges and universities to raise awareness of suicide and to prevent suicide, promoting an individualised “suicide safety plan”;
· To establish a number of safe places where families affected by suicide can spend time, at no financial cost, rebuilding their lives after suicide of a close family member. Trained individuals with lived and living experience of suicide will be on hand to assist as required;
· To ensure a co-ordinated programme of research investigating and identifying psychological and physiological risk factors in suicide;
· To establish a group of trained “Experienced Friends” to work alongside the police and other agencies to ensure that one such supporter is immediately available to any family in crisis following a suicide;
· To work across the suicide charities sector to co-ordinate and facilitate a unified approach to fundraising and action against suicide.  
The Canmore Trust views itself as part of the “suicide family” and relationships are at the core of who we are and what we do.  Its values are: collaborative, personal, determined, compassionate, and hopeful. 
Main tasks of Job:
To work closely with the management team to ensure the efficient delivery of all business undertakings by The Canmore Trust which will include, but not limited to:
Finance

· Responsible for recording financial transactions 
· Payment of purchase invoices, staff expenses and event costs
· Cash handling including petty cash, receipt of donations etc
· Monitoring online donations e.g. Just Giving 
· Processing monthly payroll data in a timely manner

Administration
· Provide core administrative services including meeting and greeting visitors to the office
· dealing with email & telephone enquiries to the Trust
· supporting the management team with administrative tasks.
· Liaising with management team regarding website and social media
· General Office duties including health & safety in the office environment, ordering of office supplies, setting up meeting rooms, managing diaries

Operations
· Support the Chief Operating Officer in developing policies and procedures to ensure that a safe and healthy working environment exists to support volunteers and staff. 
· Assist with HR and recruitment administration
· Support with office health & safety, risk assessments and fire safety.

Events and Marketing
· Support the general marketing and communication function including generating printed publications (newsletters, leaflets, posters, and sales of merchandise)
· Support and update social media communications 
· Assist the Fundraising and Events team to plan and deliver events and training

Skills, Qualifications and Experience
Essential:
· Excellent organisational and administrative skills, including effective strategies for managing competing demands and a varied workload
· Strong attention to detail
· Ability to work flexibly and without supervision
· Excellent time management skills
· Good communication and client-facing skills
· Strong technical skills, including proficiency with Microsoft Office programmes, email, on-line calendars, website and social media platforms
· Ability to handle confidential information
· Ability to multitask with strong prioritisation and organisational skills
· Strong interpersonal and teamworking skills 
Desirable:
· Knowledge of the third sector, compliance and operations
· Experience in a Support delivery environment
· An understanding of the complexity of suicide grief


Hours and Salary
This is a PTE post of 28 hours each week.  Holiday entitlement is 35 days annually (including statutory holidays) pro rata.
Salary is negotiable depending on experience and qualifications but will be in the range £26,235 to £28,134 per annum pro rata.
Additional Details
The postholder will be joining the charity at a time of significant growth.  
The emotional impact of working in suicide prevention and suicide postvention is not for everyone and so we are seeking an exceptional individual, ideally with experience of charity work and an understanding of the suicide grief journey.
For these reasons, the post-holder will be subject to a strict probation period of three months following appointment, at which point the contract will be confirmed or terminated.  Similarly, the post-holder may choose to terminate their contract at any point within the three-month review period at short notice.  Otherwise, the post is subject to a notice period of four weeks by the employee and by the Trust.  
The Trust is based in office accommodation in Stirling and so the post-holder will be based there, although hybrid working may be agreed.  
PVG checks and successful completion of training in safeguarding are an essential requirement of employment.  
IT equipment (e.g. laptop) will be provided at the start of employment.  






Finance and Business Support Assistant: Job Advert
The Canmore Trust (SC051511) is a suicide prevention and postvention charity with big aims and a big heart.  We work with individuals, communities, workplaces, schools, colleges and universities touched by suicide to support those in need. We train those impacted by suicide to become “experienced friends” – people who have developed the skills to walk with others on the journey of suicide grief.
What we are looking for…
We are looking to appoint an experienced Finance and Business Support Assistant. You will support our management team with finance, administration and operational tasks including event planning.  This role is based in our Stirling office but will allow for some hybrid working.  The post is available to start immediately.
Please submit a covering letter with an up-to-date CV to The Canmore Trust (admin@thecanmoretrust.co.uk) by 12 noon on 16th May 2025.
For shortlisted candidates, interview, references and PVG check will be an essential part of the selection process.  Interviews will be held in Stirling in June and will be in-person.  
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