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Finance Assistant/ Bookkeeper

Responsible to:  Team Leader
Based: Home based with some in person meetings and events
Hours: 8 hours a week to be worked flexibly across the week. 
Salary: £32,760 per annum (pro rata)

Overview: 
Concrete Garden is a small community-based charity in Possilpark, Glasgow. It delivers a range of projects to support health and well-being. It supports positive outdoor focused activities using a range of spaces, including growing spaces for the local community, community activities and projects to support active outdoor play for young people and families. 
The charity has just undergone a period of restructuring and change to respond to the external funding environment and to evaluate our work and is developing an exciting new strategy. We have had access to finance support through a contract with a partner charity, but we are now looking for a dedicated finance resource to support us. We are currently recruiting for a Treasurer who will be a qualified accountant. This role can be worked fully flexibly to suit the needs of the postholder and the charity. The number of financial transactions is small, we use Xero and this is used for day to day and reporting purposes. 
Job Role
The role of Finance Assistant/ Bookkeeper is responsible for maintaining accurate financial records for Concrete Garden, ensuring all transactions are recorded correctly and financial data is up to date. They will support the Team Leader and Treasurer in financial reporting, compliance, and day-to-day accounting.
Main Duties
· Record day-to-day financial transactions (donations, purchases, receipts, payments) using Xero
· Maintain and reconcile financial records and general ledgers ensuring accuracy
· Manage accounts payable and accounts receivable
· Prepare financial reports to inform decision making, including at Board level
· Assist the Team Leader and staff team with budgeting and financial planning
· Contribute the development and maintenance of relevant Concrete Garden policies and procedures
· Ensure compliance with relevant Concrete Garden policies and procedures
· Respond to finance queries from the wider team


	Experience
	Essential
	Desirable

	Demonstrable experience in a bookkeeping role with recent use of accounting software
	✓
	

	Knowledge of charity accounting
	
	✓

	Competent user of Xero
	
	✓

	Hold a professional accounting qualification
	✓
	

	Competent user of Excel
	✓
	

	Confident user of Word and Outlook
	✓
	

	Methodical, attention to detail and with strong numerical abilities
	✓
	

	Well organised and able to prioritise own work
	✓
	

	Work collaboratively and support other employees and volunteers 
	✓
	

	Able to attend in person meetings in Glasgow as required
	✓
	

	Flexibility to attend wider events, training or meetings if required
	✓
	


What We Offer
· 38 days annual leave (pro rata for part-time employees)
· 3% employer pension contribution
· Ongoing opportunities for learning and development
· The opportunity to join an impactful, community-rooted charity at an important time of change and growth
· A chance to contribute to the next stage of Concrete Garden's development and help strengthen the systems that support our work
· A meaningful role within an organisation making a real difference to children, families and communities across North Glasgow
How to apply
Please email your completed application form to Debra Peltz at Debra@kirkmillan.co.uk. 
If you would like an informal discussion about the role before applying, please contact Peter Costello at peter@concretegarden.org.uk, who will be pleased to arrange an informal conversation with an appropriate member of the Concrete Garden team.
Closing date: 9am Monday 3rd August 2026.
Interviews will be held Tuesday 11th August 2026, in person in Glasgow.
Our Commitment to Diversity, Equity, and Inclusion
At Concrete Garden, we believe that play is a universal right and a powerful tool for community building. We are committed to creating a space where every child, family, and team member feels seen, heard, and valued. Our play spaces are designed to be inclusive and welcoming to all, regardless of race, ethnicity, gender identity, sexual orientation, ability, socioeconomic background, or belief system.
We actively work to dismantle barriers to participation and strive to reflect the rich diversity of our community in everything we do, from our programming and partnerships to our hiring practices and volunteer opportunities. We recognise that inclusion is an ongoing journey, and we are dedicated to continuous learning and growth in this area.
We warmly welcome applicants from all backgrounds and lived experiences, especially those who have been historically underrepresented in play work and community development roles. If you share our passion for equity, creativity, and the transformative power of play, we’d love to hear from you
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