	Carers of East Lothian
JOB DESCRIPTION & PERSON SPECIFICATION
Admin & Finance Assistant
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	Hours
	18 hours per week, 3 days per week (9.30am - 4.00pm)

	Location
	East Lothian Community Hospital, Haddington

	Reports to
	Finance & Admin Manager 

	Salary
	FTE £25,081.85 | PTE £12,899.24 (based on full working week of 35 hours)

	Benefits
	Company pension employer contribution to a maximum of 6% | 35 days holiday per year


Purpose of the role
To provide a welcoming, responsive and reliable first point of contact for unpaid carers, families, professionals and the public, while helping our small administration team keep CoEL’s services and office running smoothly. This is a varied, people-focused position combining telephone and reception enquiries, registrations and referrals, accurate administration and practical office support.
We are looking for a confident, friendly and organised all-rounder who listens well, asks the right questions, uses initiative and enjoys working as part of a supportive team. Previous experience of supporting unpaid carers is not required: we will provide training on our services, referral pathways and systems.
The successful candidate will initially concentrate on learning the administration role. Routine finance duties will be introduced gradually following successful completion of probation, with training and support.
Main duties and responsibilities
Frontline enquiries, reception and carer referrals
· Answer CoEL’s main public telephone line and respond to enquiries from unpaid carers, relatives, health and social care professionals and other organisations in a warm, clear and professional manner.
· Listen carefully, ask appropriate questions, gather and record the key information needed to understand each enquiry, and identify the correct CoEL service or referral pathway using training and guidance.
· Register new carers, record relevant personal and caring-role details, and create accurate, timely referrals for one-to-one or other appropriate support.
· Welcome office visitors and drop-ins at East Lothian Community Hospital, including carers, potential carers and healthcare professionals, and help them access information and services.
· Manage requests relating to benefits and available support by providing approved information and referring enquiries to the appropriate team or specialist service; recognise when signposting outside CoEL is more suitable.
· Respond sensitively to people who may be worried, frustrated or distressed, using empathy, patience, good judgement and appropriate professional boundaries.
Inbox, correspondence and administrative coordination
· Monitor and respond to the central email inbox, including self-referrals, professional referrals, general enquiries and messages from health and social care partners; triage and forward matters appropriately.
· Balance telephone calls, visitors, emails and planned work; identify what needs attention first, keep track of follow-up actions and seek support or clarification when required.
· Prepare and issue welcome letters, information packs and other correspondence within agreed timescales.
· Arrange appointments for the Legal Advice Clinic, explain the booking process clearly and record appointments accurately on the database.
· Process Time for Me grants in accordance with procedures and agreed timescales.
· Support workshops, events and carer activities through bookings, invitations, attendance records and related communications; assist with the AGM and other organisational events.
· Coordinate the Available Carer Support Worker (ACSW) rota and issue invitations on the eight-week cycle, in line with agreed processes.
· Provide appropriate administrative support to staff, volunteers and the Board of Directors.
CRM Database - CharityLog, information and records
· Develop competence CharityLog, CoEL’s client relationship management (CRM) database, and use it consistently to register carers, record enquiries, make referrals and maintain complete, accurate records.
· Update missing or changed details, upload mandates and supporting documentation, record carer feedback and close records when support has ended or is no longer required, following agreed processes.
· Handle sensitive personal information discreetly and in line with organisational policies, data protection requirements and confidentiality standards.
· Develop and maintain reliable reference notes and an understanding of CoEL’s services, eligibility routes and administrative procedures; actively seek clarification and share learning.
· Support agreed improvements to data quality, database processes and administrative ways of working.
Office operations and team working
· Help with opening and day-to-day operation of the office, keeping reception and information displays welcoming, accurate and up to date.
· Monitor and replenish essential office supplies, stationery, leaflets and refreshments; assist with room bookings and practical event arrangements.
· Resolve straightforward office, Wi-Fi or equipment problems where possible and liaise with IT support or the Finance & Administration Manager when needed.
· Work closely with the Admin Officer, maintaining clear communication, shared systems and effective handovers. Contribute ideas for practical improvements and help colleagues when appropriate.
· Provide agreed frontline cover during colleagues’ annual leave or sickness absence, including periods of working independently; know when to escalate enquiries or operational issues.
· Follow health and safety procedures, report accidents, incidents and concerns promptly.
Finance administration – introduced after probation
Once confident in the core administrative role and following successful completion of probation, the postholder will receive training to undertake agreed routine finance tasks alongside their administration duties.
· Assist with accurate invoice processing, accounts coding, spreadsheet updates and entry of approved financial information.
· Support administration of authorised grants and associated financial records, following CoEL procedures and approval arrangements.
· Assist the Finance & Administration Manager with defined finance tasks, routine checks and identifying practical, cost-effective improvements.
How the role works
The position is 18 hours per week, over three days, with a degree of flexibility to provide agreed holiday or sickness cover. Normal working days overlap with the experienced Admin Officer. The role will be office-based during probation to support training and learning. There may be scope for up to one home-working day per week afterwards, subject to competence, service needs and agreement.
The office can be busy and priorities sometimes change without warning. Success in the role comes from good communication, sound organisation, careful record-keeping and knowing when to act independently or ask for guidance. Training and support will be provided, and confidence will develop with experience.
The duties listed are representative of the role. Other reasonable duties consistent with the post may be requested.



Person specification
We welcome candidates with transferable skills from a range of settings. Experience working directly with unpaid carers is not essential.

Essential – communication and approach
· Excellent listening, questioning and verbal communication skills; comfortable talking with people from different backgrounds and with different communication needs.
· Warm, patient and empathetic, with confidence and diplomacy when handling unfamiliar or sensitive enquiries.
· Able to take relevant information from a conversation and accurately explain, record or pass on the next steps.
· A positive, reliable and cooperative team member who respects colleagues’ experience and shares information effectively.

Essential – organisation, initiative and resilience
· Experience in administration, reception, customer service or another role involving regular contact with the public.
· Good organisation, attention to detail and the ability to prioritise, manage interruptions and follow through on actions.
· Resourceful, curious and willing to look for answers, learn procedures and solve routine problems while recognising when to ask for help.
· Comfortable working both with colleagues and independently, taking ownership of agreed tasks and adapting to changing priorities.
· Able to remain professional and composed during busy periods, including when dealing with emotional or challenging enquiries.
Essential – digital, written and numerical skills
· Strong practical Microsoft 365 skills, particularly Outlook, Word and Excel, and confidence learning new systems.
· Accurate written communication, records management and data entry, with appropriate regard for confidentiality.
· Good general numeracy and the aptitude to learn routine financial administration after probation.
· Ability to absorb new information, organise notes and apply training and feedback to day-to-day tasks.
Desirable
· Experience with a CRM or client database, including CharityLog or a similar system.
· Experience of invoicing, accounts coding, basic bookkeeping, grant administration or financial spreadsheets.
· Understanding of unpaid carers, local health and social care services, referral pathways or welfare benefits.
· Experience working in the charity, healthcare, community or public-service sector.
· Relevant administration, business or finance qualification.
Additional requirements
· Commitment to equality, inclusion, safeguarding, confidentiality and CoEL policies.
· Ability to work the agreed 18-hour pattern and provide some flexibility for planned cover, subject to agreement.
· Appointment subject to appropriate recruitment checks, including PVG membership where the duties of the post require it.

Carers of East Lothian • Admin & Finance Assistant |  1
image1.png
Carers of
East Lothian

Supporting people who
care for family and friends




