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Finance And Admin Support Officer Application Pack 
Job Description & Person Spec                           

Application Process
The closing date for receipt of applications is Monday 11 August 2025 by 9am. 
Successful candidate Interview date is:  Friday 22 August 2025
To apply for this post, we ask that you email the following to:   info@greenteam.org.uk.

· A tailored CV outlining your experience, and highlighting your key skills, achievements and attributes 

· A supporting letter and/or personal statement which should include;

· Why you are interested in taking on the role of Finance and Admin Support Officer for The Green Team 

· What you specifically can bring to the role

· Evidence of any relevant experience that would help you thrive in the role

Alternatively, the documents can be posted to:

Julia Duncan

Co-CEO Corporate Development 

The Green Team, The Risk Factory, 20 New Mart Road, Edinburgh, EH14 1RL 

We are an equal opportunity employer and recognise the benefits that a diverse workforce with different values, beliefs, experience, and backgrounds brings. We are committed to building an inclusive culture where all people feel valued, included and able to be at their best.

The Green Team

At the Green Team we are passionate about supporting young people to find their place in nature. Spending time outdoors as a child or young person produces a life-long love of nature and the natural environment. We believe every child has a right to these positive outdoor experiences and we run programmes of activities which help them do so.

Founded in 1995, the Green Team initially supported young people to succeed in achieving the Duke of Edinburgh award. Since then, the team has grown significantly and now offers nine programmes along with corporate volunteering days and holiday activities. From one member of staff and a few volunteers, we now have 10 staff and over 50 volunteers.
We are proud that our programmes support both environmental and personal development goals. As a small charity, we couldn’t do it without the help of some amazing volunteers, partner organisations, funders and fundraisers. Their efforts make a huge difference to the young people we work with. 

Our vision: A Scotland where everyone values and can enjoy the natural environment.
Our mission: To provide transformational outdoor experiences that connect children and young people to nature, others and themselves.
Our aims: Through our programmes we provide lasting and positive life-changing experiences in three core areas: connecting with nature, connecting with others and connecting with self. Over the next 10 years we aim to build a legacy of positive, transformational and lasting experiences for our stakeholders through securing a sustainable and long term future for the organisation.
The role
We are seeking a motivated and adaptable Finance and Administrative Support professional to play a key role in supporting the smooth running of our charity. The role includes managing day-to-day finance processes and providing comprehensive admin support across our activities, events, training, and office operations. This is an exciting opportunity for someone who enjoys variety, is detail-oriented, and cares about young people and the environment.

Responsible to: Co -CEO Corporate Development
Role details

	Post Title:  
	Marketing and Communications Co-ordinator

	Salary: 
	£32,101 (pro rata) for 14 hours per week 

	Responsible To:  
	Co-CEO Corporate Development 

	Location: 
	Based at The Risk Factory (with potential for some home-working)
20 New Mart Road

Edinburgh

EH14 1RL  


	Start date
	 TBC

	Holidays: 
	16 days a year

	Hours of Work: 
	16 hours per week 

	Benefits 
	5% pension on basic salary


Key Responsibilities:

Finance

· Maintain accurate bookkeeping and financial records using Xero (essential)

· Process invoices, receipts, and payments; manage reconciliation and reporting

· Support monthly, quarterly, and annual financial reporting with our accountant

· Use related systems: Hubdoc, Apron, Approval Max, Fathom, Sage, QuickBooks
· Assist with audits and funder financial reporting
Administration & Office Support

· Respond to general and Squarespace enquiries; send out orders and invoices

· Post certificates, booklets, and promotional materials
· Monitor and manage office supplies (e.g., stationery, print cartridges)

· Check phone messages and prepare for internal/external meetings

· Support Board meetings (e.g., setting up refreshments, tech, printing, agendas)

· Provide a warm and effective support service within the Green Team office

· Attend and contribute to team meetings
Events and Training Support

· Administer bookings for events, training sessions, and programmes

· Book venues, vehicles, and accommodation as needed

· Maintain and update databases and digital filing systems

· Track participation, manage consent forms, and issue awards/certificates

· Organise and update staff records (e.g., first aid, driving permits)

· Support staff during event days or key Green Team activities
Communications and Engagement

· Add contacts to Mailchimp for newsletters and updates

· Support digital communications with stakeholders and participants

· Help with promotional materials and mailouts

Key Competencies
Personal Skills & Work Ethic

· High levels of motivation, initiative, and responsibility.

· Excellent organisational skills, with the ability to manage multiple tasks effectively.

· Attention to detail and accuracy

· Excellent communication skills – both written and verbal.
· Ability to work both independently and as part of a team.

· A professional approach, demonstrating integrity and confidentiality.
Essential

· Experience in charity finance and bookkeeping

· Proficient in Xero; familiar with related software e.g., Hubdoc, Apron, Approval Max, Fathom, Sage, QuickBooks

· Strong organisational and admin skills with excellent attention to detail

· Comfortable with multi-tasking and adapting to different needs

· Good communication skills (written and verbal)

· IT literate, including use of Microsoft Office and online platforms 
· Team player with a helpful, can-do attitude

· Commitment to the values and mission of The Green Team
Desirable

· Experience working in a small charity or youth-focused organisation

· Familiarity with Squarespace, Mailchimp, and online booking systems (e.g., Eventbrite)

· Interest in young people, nature conservation, and outdoor learning

· Experience supporting events or training delivery
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