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	Role: 
	Finance and Office Manager

	Salary: 
	£28,938 pro rata, 5% pension contribution scheme, generous holiday entitlement.

	Hours:   
	21 hours per week.

	Contract Term: 
	Permanent: Subject to ongoing funding.

	Reporting to: 
	Chief Executive Officer

	Location: 
	Based at Linlithgow Community Development Trust office (the EH49 Hub, Linlithgow). 



Organisational and Project overview:  
Linlithgow Community Development Trust is a charity formed by residents to deliver changes that benefit our community. Our vision is “Empowered, thriving communities where people work together to nurture innovation” which we hope to achieve through our mission of “Fostering creative solutions to provide community benefit and encourage a sustainable and vibrant Linlithgow”.

Our main priorities are;
· Driving Environmental Initiatives
Encouraging waste reduction, resource reuse, and recycling within the community; promoting energy efficiency, encouraging sustainable transportation options, developing friendly green spaces, supporting local food production. 
· Improving Community Health and Wellbeing
Building connections, reducing social isolation, improving mental and physical health and well-being, increasing learning and skill-building.
· Facilitating Community Engagement 
Empowering residents to develop innovative and sustainable solutions to create community benefit and capacity-building. 

Our staff and volunteers are all local people focusing on projects prioritised by local people. By coming together, we want to access the resources needed to help develop strong, inclusive and meaningful projects that give the community a sense of purpose and value and build confidence that they can take into all areas of their lives. Annually, we engage with over 3000 people through our activities, improving the environment, people’s health and wellbeing and strengthening our communities.






Job Purpose:  
The role will play a vital part in supporting the Trust’s financial and contract administration. This will be achieved by working to maintain accurate and timely financial records in accordance with charity law and best practice. The role will work closely with the CEO and Treasurer to ensure accurate oversight of the Trusts’ funds along with supporting other areas of compliance and key partner contracts for trust services such as insurance, maintenance, HR and IT.
Embedded within Linlithgow Community Development Trust (LCDT), you will work with the CEO and staff to support on all aspects of financial and contract administration, supporting the trust to monitor and report against its financial position, providing accurate information to funders and ensure the trust has all the information needed to manage its budgets effectively.
In addition to the financial administration, you will support the CEO to maintaining accurate records of contracts and services that the trust relies on to ensure compliance with charity law and ensure that key contracts are reviewed and renewed annually and in line with existing contract dates.
DUTIES AND RESPONSIBILITIES
Financial Management 
· Maintain accurate and timely accounting records for all income and expenditure using Xero. 
· Record cash offerings, standing orders, grants, and other income sources. 
· Process supplier and customer invoices, staff or volunteer expense claims, and payments. 
· Allocate income and expenditure correctly across funds, and projects. 
· Produce monthly and quarterly financial summaries for the board and Leadership Team. 
· Assist the CEO with preparation of the annual budgets and support manager with financial planning. 
· Provide financial information, monitoring and analysis for reports to board and members’ meetings. 
· Assist CEO in undertaking financial investigations and analysis.  
· Maintain accurate records of members’ and visitors’ giving (cash, cheques, standing orders, and online donations)
· Process Gift Aid declarations and claims in line with HMRC requirements. 
· Record expenditures and activity related to each external grant and prepare a financial report periodically and at the close-out of each grant 
· Keep clear records of restricted/designated funds and ensure appropriate use and reporting. 
· Ensure all staff-related financial information is handled with confidentiality and in compliance with data protection regulations. 
· Maintain and strengthen financial policies, controls, and procedures. 
· Support the Trust in implementing sound financial controls, authorisation, and audit trails. 
Contract Administration and Company Compliance 
· Ensure the Trust’s policies and procedures comply with the Office of the Scottish Charity Regulator (OSCR) and HMRC regulations. 
· Ensure effective administrative systems are in place to oversee contracts, insurance, IT licenses and supplier management. secure best value for money
· Maintain secure digital and physical financial records in line with GDPR. 
Communication and Collaboration 
· Work closely with the CEO to ensure smooth financial administration. 
· Liaise with staff and volunteers to support the setting and tracking of budgets. 
· Support communication of financial information to the membership as appropriate.
· Assist with the relationship with external auditors 

Other duties 
· Work closely with other LCDT staff and volunteer teams as part of the wider Trust’s work.
· Contribute to the development and upkeep of LCDT’s other projects, physical spaces, websites, events diaries, blogs and monthly mail outs. 
· Carry out other duties which may reasonably be required in addition to the main purpose of the job. 

PERSON SPECIFICATION  
	 
	Essential 
	Desirable 

	Experience   
	· Ability to deliver outcomes within timeframes
· Proven bookkeeping or accounting experience 
· Hands on experience with accounting software (especially Xero) and producing financial analysis and charts in Excel. 
	· 


	Skills and knowledge  
	· Minimum bookkeeping certification: AAT Level 2 Certificate in Bookkeeping 
· Good understanding of charity finance and reporting requirements 
· Excellent written communication and interpersonal skills 
· Excellent planning and organisational skills
· Excellent attention to detail, accuracy, and integrity. 
· Ability to manage multiple competing priorities 
· Competent using social media 
· Confident use of MS Office and MS Teams
	· AAT level 3 Diploma in Accounting, or higher level AAT certification, or Chartered status with a relevant accounting or financial body.

	Personal attributes 
	· Passionate about community development 
· Professional and patient approach
· Flexible and adaptable  
· A creative and innovative thinker.
· Problem solver with hands on approach  
· Energetic, proactive and enthusiastic  
· A strong understanding of, and commitment to, equality and diversity
· Aligned to LCDT principles and values Strategic Overview – Linlithgow Community Development Trust
	· Committees to continuous professional development of self and others 

	Other  
	· Willingness to work some evenings and weekends
· The ability to transport yourself around the local area to meet with partners through the course of your work
	 



Linlithgow Community Development Trust (LCDT) is fully committed to the principles of equality of opportunity. Through our recruitment process we will endeavor to ensure that no applicant receives less favourable treatment, on the grounds of age, race, disability, parental or marital status, religious belief, sex, gender, social status or sexual orientation.
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