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Title of Post:       
 
Administration & Finance Assistant 
Employer:             

MECOPP (Minority Ethnic Carers of People Project)

Work Location:    
Flexible hybrid working between home and our Edinburgh office. 
Office Location:

MECOPP, Norton Park, 57 Albion Road, Edinburgh EH7 5QY 
Hours:

18 hours per week to be worked over 3-4 days 
Contract:

Initial 1 year contract
Salary Scale:

£25,444 pro rata 
Accountable             

Senior administrator 
Introduction

MECOPP is Scotland’s leading Black and Minority Ethnic (BME) carers’ organisation providing a variety of care and support services to carers and cared for people from BME and those with one or more protected characteristics.
Purpose of Job

To provide an administrative and support service for the organisation.

Main Duties:

· Work across MECOPP project teams to provide general administration duties and provide support to teams with events and other activities as required. 
· General reception duties including welcoming visitors, managing room bookings, monitoring the info email inbox, and answering the main telephone line. Informing users, professionals, and members of the public, via telephone calls and personal callers to the office, of MECOPP’s work and give appropriate and up to date information.

· Office management duties including photocopying, mail outs, creating and maintaining office recording systems, databases, and files, purchasing stationery, general office supplies and staff resources.
· Provide administrative support for the organisation’s contact management and people management databases, including setting up standard data, entering information and producing reports.
· Provide administrative and practical support for MECOPP training events, workshops and meetings, including preparing display materials.

· Monitor the finance email inbox and collate all invoices and claims submitted for payment.

· Prepare weekly payment runs for Bankline, ensuring that all claims and invoices are properly authorised and supported by the required receipts.
· Work flexibly to support the Senior Management Team with the administration, logistics and communications involved in delivering MECOPP projects, including developing and streamlining administrative systems and processes as required.

· Undertake any other duties required of the post.

Conditions of Service:

Annual holidays – 25 days plus 2 floating days plus statutory public holidays. 
Pension – The postholder will have the option of joining a group pension scheme based on employer and employee contributions of up to 6%.

Union – MECOPP will recognise the appropriate trade union.

Equal Opportunities – MECOPP is working towards being an equal opportunities employer.
Travel Expenses – work-related travel expenses, with appropriate receipts, will be reimbursed on a regular basis.
Company sick pay and paid wellbeing days.
Good office working environment.

Staff Development and Training – The successful candidate will receive an induction programme within the first month of appointment. Further training may be provided if appropriate and where there are resources.
Person Specification
All the following requirements will be assessed from a combination of information provided on the application form, the interview process, and references:
	Knowledge, Skills, and Experience


	Essential
	Desirable

	At least one year’s experience of working in office administration
	√
	

	Strong organisational and administrative skills, including dealing with suppliers, taking minutes and the creation and management of manual and electronic databases, and filing systems
	√
	

	Excellent communication skills (written and verbal skills), including a good telephone manner, the ability to work with staff working in remote locations and experience of liaising with a diverse range of individuals and groups
	√
	

	A high level of IT literacy and competence (specifically Microsoft 365 apps such as Outlook, SharePoint, Teams, Excel, Word and PowerPoint). Good understanding and use of social media platforms
	√
	

	Ability to build trust, and work in an empowering way, with individuals who may have been discriminated against and deal with a range of confidential/sensitive issues
	√
	

	Experience of working in a busy office environment where there is a high level of commitment to values and principles and were working in partnership with others is integral to success.
	√
	

	Ability to work creatively on own initiative, to identify priorities and deadlines within workload, and manage workflow in a busy work environment
	√
	

	Experience of working effectively within, and across, team
	√
	

	Ability to work flexibly and experience of developing creative ways to present information
	√
	

	Good understanding of, and commitment to, equal opportunities and anti-discriminatory practice
	√
	

	Experience of working with individuals and groups from BME, or other marginalised, communities and an understanding of the health and caring issues and barriers they often face. Ability to work with people where English is not their first language (Desirable)


	
	√


Closing date for applications: Monday 23 November 2026

Interviews: 2nd December 2026, to be held in person at Norton Park, Edinburgh.
Informal enquiries: Please contact Anne at anne@mecopp.org.uk.

Please note CVs will not be accepted. 

Application packs: Available by emailing info@mecopp.org.uk or via the recruitment page on our website: www.mecopp.org.uk.
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