
 

 

Admin & Finance Assistant 

Do you have excellent administration skills, a highly organised approach to your work, and enjoy 

communicating with a wide variety of people? 

Experience of basic accounts and payroll is preferable, or a keen eye for detail with an analytical 

mind-set. This role is a versatile position, which requires a flexible individual who can participate 

in supporting the charity with varied admin duties. 

 

Main Duties: 

• Develop and provide support with the charities internal administration processes and 

systems. 

• Work with partners to ensure monthly payroll is complete each month 

• Banking duties including monitoring cashflow. 

• Processing and issuing of invoices 

• Work with the team and partners to achieve a consistent level of data reporting in a timely 

manner 

• Liaise closely with our Trusts Fundraiser regarding monitoring and evaluation. 

• Basic HR Admin 

• Ideally have understanding of community organisations, but not essential. 

 

Essential 

• Proven track record in a similar role 

• Flexible approach to working methods 

• Organisational skills and the ability to manage and prioritise a demanding workload. 

• Good IT skills 

• Good interpersonal skills 

 

Salary: £20.000 per year - 30hrs 

 

To apply, please send your updated C.V & covering letter stating why you would be a good fit for 

this position. 

 

Email …   recruitment.pfm1@gmail.com 

 

Closing Date: 25th April 2022, 12 noon. 

 

 


