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Job Description





Job Title:		Admin & Finance Assistant

Job Purpose:	To provide professional reception and administrative support to Carers of East Lothian (CoEL), ensuring an efficient, welcoming and responsive service for carers, staff and external partners. The post holder contributes to smooth organisational operations and supports the Admin and Finance Officer and Manager as required. 
                                        
Line Manager: Finance & Admin Manager

Main Duties
The postholder will contribute as part of CoEL’s administration team, ensuring high-quality, administrative support alongside clearly identified finance tasks to support the Finance & Admin Manager.

Reception / Carer Focus
· Act as the first point of contact for carers and professionals, providing a positive, welcoming and reassuring experience. 
· Respond sensitively and confidentially to enquiries, ensuring concerns are addressed promptly and referred appropriately. 
· Manage visitors, correspondence, referrals, emails, calls and messages efficiently. 
· Ensure office information displays are accurate, up to date and reflective of CoEL standards. 
· Order stationery, leaflets and support office logistics such as catering and room bookings. 

Administration
· Maintain accurate, up‑to‑date records on the CoEL client database, ensuring actions are completed promptly and missing data is identified and updated. 
· Support improvements to the client database where agreed. 
· Set up new carers and input referral information accurately. 
· Arrange and book appointments for carer clinics including Power of Attorney and Legal Advice. 
· Produce and issue Welcome Letters and Information Packs within required timeframes. 
· Upload mandates and ensure correct information is processed and flagged when necessary. 
· Close client records when support has ended or is no longer required. 
· Record service feedback from carers. 
· Provide administrative support for workshops and events, including attendance records and database updates. 
· Coordinate Available Carer Support Worker (ACSW) rota and issue invitations every eight weeks. 
· Maintain electronic records in line with CoEL policies, the Data Protection Act and GDPR. 
· Provide administrative support to staff and the Board of Directors as required. 
· Process Time for Me Grants within stated timeframes. 
· Support administration for CoEL’s AGM and organisational events. 

Finance
· Assist with day‑to‑day financial administration in line with organisational policies. 
· Identify cost‑effective opportunities and contribute to researching savings options. 
· Process approved grants and input required information into the client database. 

Health and Safety
· Ensure systems are followed for reporting and addressing accidents, incidents and concerns. 
· Promote the Health & Safety of staff and visitors to the CoEL office. 

Support of Volunteers
· Provide support, guidance and assistance to volunteers helping with reception and administrative functions.

General
· Support the work of the wider Admin Team, Finance & Admin Manager and volunteers. 
· Provide administrative cover when other Admin team members are absent. 
· Work collaboratively with CoEL staff and the Board to support organisational success. 
· Report issues with systems, equipment or services to the Finance & Admin Manager. 
· Carry out any other relevant tasks aligned with the role’s duties and responsibilities. 
 

Person Specification

	Qualifications: 
· Good general education
· Qualification in business administration, business studies, bookkeeping etc
	Essential

*
	Desirable


*




	Knowledge & Experience
· Minimum of 2 years’ experience of a busy office administration and dealing with the public in a busy office environment.
· Confident and competent in the use of MS Office 365 including Outlook, Word, Teams, Excel.
· Invoice processing and accounts coding, inputting of financial information onto excel spreadsheets.
· Confident and competent in use of databases, general IT systems and systems administration.
· Sensitivity to needs and challenges carers face (essential).
· Understanding of local health and social care landscape in East Lothian.
· Basic knowledge of welfare benefits and grants work.
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	Skills and Attributes
· A positive, solution-focused, enthusiastic and “can do” outlook.
· A very proactive, high level multi-tasker with methodical and organised approach to work.
· Ability to work autonomously.
· Good listening and general communication skills.
· An ability to deal with carers, professionals and members of the public in a sensitive and professional manner. 
· Good written and numeracy skills.
· Proven ability to organise, prioritise and manage own work.
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	Other
· Commitment to equality, inclusion and confidentiality.
· Clean driving licence and access to vehicle.
· Membership of PVG (Adult) Scheme.
	


*


	

*
*



Hours	18 hours per week (9:30am – 4:00pm 3 days/week) with an expectation of flexibility in working pattern to provide cover for holidays etc. This post requires 2 days per week working in the office.
Part time staff’s salary and benefits are calculated pro-rata based on fulltime of 35 hours per week.  Work pattern over the week flexible subject to agreement.
Salary	Current salary scale – Grade 2-3, points 6-7 (currently £24,590.05 - £25,382.16)
Location	Under our remote working policy, we promote a mix of regular remote and onsite working for all staff, giving all of CoEL’s team access to our offices within East Lothian Community Hospital in Haddington, as well as the opportunity for home working.
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