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JOB DESCRIPTION
	Job Title:
	ACT Finance and Operations Assistant/Officer
Full time (35 hours) available.  This post is suitable for job share. 

	Location:
	Flexible: either remote working online or in our office at Kilmory, Lochgilphead. 
If home based a working from home allowance will be paid

	Salary:
	Range £24,479 - £29,000 fte dependant on skills and experience.

	Responsible to:
	ACT Operations Manager



Argyll and the Isles Coast and Countryside Trust (ACT) has been established to care for, enhance and promote the coast and countryside of Argyll and the Isles so that it can be enjoyed by the people that live, work and visit here. www.act-now.org.uk 
The role would be part of the Finance and Operations team who play a vital role in supporting delivery of our projects covering habitat restoration, climate change action, and outdoor learning, health and wellbeing. Our Finance and Operations team sits at the heart of everything we do, making sure our projects run smoothly and have the resources they need to succeed. By keeping things organised, efficient, and compliant, they allow our project teams to focus on delivering meaningful work, and turning our ideas into outcomes, in the communities we serve. 
ACT currently employs 34 staff.  As an organisation we are committed to ensuring there are fair working practices in place in line with the Scottish Government’s Fair Work First policy. 
We are looking for candidates to meet a range of functions within the Finance and Operations Team.  We are ready to be flexible with salary, hours and working pattern for the right person/people. 
MAIN FUNCTIONS 
To provide financial and organisational support for ACT and its projects.

JOB ACTIVITIES 
1. Payroll – monthly preparation of information to be submitted to our provider.
2. Process charges/income using SAGE accounting package. 
3. Invoice preparation
4. Credit control.
5. Purchasing
6. Accommodation and travel bookings for our team.

7. Expenses processing
8. Preparation of financial information for grant claims.
9. Process relevant operational tasks as required (e.g. annual leave booking, timesheet preparation)
10. Procurement support. 
11. Support the preparation and maintenance of project budgets, working with colleagues in the Operations and Finance and Project delivery teams.
12. Bank reconciliation.

This description is indicative of the nature and level of responsibilities associated with this job - it is not exhaustive.
PERSON SPECIFICATION
	Criteria/attributes
	Ideal 
we hope you can provide some of these, please don’t be deterred if you cannot yet provide them all.  Training can be provided. 

	Qualifications
	· 3 standard grades or equivalent qualifications/experience. 
· Book-keeping

	Experience
	· Experience managing a full purchasing cycle (cost estimates, invoicing, managing creditors). 
· Experience of using SAGE accounting system
· Payroll experience.
· Working with grant funded projects and associated reporting and claims.
· Working to deadlines.
· Project budget maintenance.
· Experience of the Annual Accounts preparation and process, for external audit.

	Skills/knowledge 
	· Good working knowledge of Microsoft Office packages including Word and Excel. 
· Working within a small organisation.
· Good attention to detail.

	Personal qualities 
	· Good organisational skills. 
· Flexible approach and adaptable to change. 
· Excellent communication skills. 
· Good team player. 
· An understanding of the aims and objectives of ACT charity
· Confident, positive and pro-active.


 
	
	

	What we offer: 
	

	
Pay:
	

	Annual leave/public holidays:
	25 days annual leave plus 8 days public holiday (pro rata). The annual leave year runs from 1st Feb to 31st Jan

	Pension:
IT:
	In accordance with prevailing legislation.
Mobile phone and laptop will be provided.

	Interview expenses:


Working with ACT:
	Interview will be either online or in person. Travelling and subsistence costs reasonably incurred will be reimbursed. Loss of salary or wages is not reimbursable. 
We are a dynamic social enterprise.  Our staff, Board and Advisors meet regularly and each ACT project organises events and learning opportunities that the team are invited to participate with.
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