About the Organisation
Glencassels Community Development Project is a well established community organisation located in Craigneuk. Our small neighbourhood centre, known locally as The Venny provides a range of recreational, social and educational activities for people of all ages living in the community.
Role: Admin Assistant
	Hours
	8 hours per week

	Location
	Admin Assistant

	Contract
	Part-time

	Reporting to
	Project Leader


About the Role
We are seeking an organised and dependable Administrative Assistant to support the smooth running of our community development activities and office functions.
Key Responsibilities
Provide day-to-day administrative support
Respond to emails, phone calls, and enquiries
Maintain accurate records and filing systems
Assist with meeting preparation and minute taking
Support reporting and monitoring requirements
Help organise bookings, registers, and schedules
Assist with office supplies and basic finance administration
Support communication through newsletters or social media where appropriate
Person Specification
Strong organisational skills and attention to detail
Good written and verbal communication skills
Confident using Microsoft Office or similar software
Able to prioritise workload and manage time effectively
Professional, friendly, and community-focused approach
Understanding of confidentiality and data protection


Equality and Diversity
We are committed to equality of opportunity and welcome applications from all sections of the community. We value diversity and encourage applications from people with a wide range of backgrounds and experiences.
Application Information
To apply, please submit a CV and a short covering statement outlining your interest in the role and relevant experience.
