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Business Support Assistant 
Part time (16 hours per week)
£22,222 (pro-rata)
Contract type: Fixed term until 31 March 2026 (extension subject to funding)
Closing date: Friday 6th June at 12 noon 
Interview date: Anticipated to be Friday 13th June

Job Purpose: 

Disability Information Scotland provides information and signposting to disabled people in Scotland and the friends, families, carers and the organisations that support them. 

Our small and friendly team provides information through:

The Disability Information Scotland helpline (phone, email, webform and text)
Online and downloadable information guides 
The Scottish Disability Directory
Social media and other communications
Training

Disabled people in Scotland can face daily challenges accessing the rights and services they are entitled to. Providing holistic information about entitlements can help disabled people to have better lives and to overcome barriers in society.   

Job Description:
We are seeking a proactive and organised Business Support Assistant to join our team. This role is vital to the smooth running of our organisation, ensuring administrative and financial processes are carried out efficiently and effectively.
The postholder will be responsible for a range of administrative and financial support activities, including:
· Performing general administrative duties to support the day-to-day operations of the organisation.
· Uploading and processing invoices using QuickBooks.
· Providing message taking cover for our Information Line Coordinators by answering telephone enquiries in a professional and empathetic manner.
· Conducting research into developments in the disability landscape in Scotland, particularly changes in funding, policies, and other relevant areas that impact disabled people.
· Assisting with reports, statistics, and correspondence using a variety of software packages.
· Using Charitylog to support service delivery and reporting functions.
· Researching funding opportunities 
· Other reasonable and related tasks allocated by management.

Person Specification:
We are looking for someone with a strong administrative background, a good eye for detail, and a genuine interest in supporting work that positively impacts disabled people in Scotland.
Essential Skills and Experience:
· Proven experience in administrative roles, with strong organisational and time management skills.
· Excellent written and verbal communication skills.
· Ability to work independently and manage a varied workload while meeting deadlines.
· Comfortable answering telephone enquiries and responding to stakeholders in a friendly and professional manner.
· Strong IT skills, with proficiency in Microsoft Office applications (Word, Excel, Outlook) and confidence in learning new systems.
· Experience in using database or case management systems (e.g. Charitylog) or a willingness to learn.
Desirable:
· Previous experience in the charity or third sector.
· Awareness or interest in disability rights and the wider social policy landscape in Scotland. 
· Experience in processing invoices and working with accounting systems, ideally QuickBooks.
· Familiarity with trust & grants fundraising / bid writing
Competencies and Attributes:
· High attention to detail and a methodical approach to tasks.
· Ability to handle sensitive information with confidentiality and discretion.
· Flexible and adaptable, with a willingness to support different areas of work as needed.
· A problem-solver who takes initiative and contributes to improving systems and processes.
· A team player with a collaborative working style and positive attitude.
This role offers an opportunity to contribute meaningfully to an organisation committed to making a difference in the lives of disabled people in Scotland. If you are an enthusiastic and diligent administrator with a passion for social impact, we would love to hear from you.
What we can offer you:

Disability Information Scotland’s small and friendly team is based at Norton Park in Edinburgh.

We have a hybrid working model, with staff expected to be office based for 60% of their working week. During your initial period of training, we will need you to be primarily based in our office so we can support you to learn and become part of our team. To benefit from hybrid working, you must have a suitable home-work space with a stable broadband connection. 

Pension Contribution: Workplace Pension (currently 4% employer contribution). Employees are encouraged to contribute).  

Annual Leave: 36 days annual leave (including public holidays). Pro-rata for part time contracts.   
 
You will be line managed by the Disability Information Scotland Manager

Equal Opportunities:
Disability Information Scotland is committed to equality of opportunity regardless of race, sex, sexual orientation, gender reassignment, religion or belief, marital or civil partnership status, age, disability, or pregnancy & maternity. We believe that a diverse workforce which is representative of our whole society is vital to our work. 
Applications from disabled candidates who meet at least 60% of the essential criteria will be guaranteed an interview. We are proactive in ensuring reasonable adjustments are made during the recruitment process, and during employment.      
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