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Finance and Administration Assistant

1
General

Almond Enterprises Ltd is a social enterprise company based in Livingston, West Lothian.  A subsidiary of Almond Housing Association, the company was set up in 2005 with the aim of running a successful business in order to fulfill our social aims of providing employment and training opportunities, supporting and sustaining the environment and supporting local groups and organisations.

We provide Environmental and Cleaning services including communal stair cleaning, void property clearances and cleaning, estate maintenance,  clearance and cleaning of communal areas, smoke detector maintenance, office cleaning and a builders cleaning service.

Almond Enterprises also provides an Outreach Service to support vulnerable people affected by substance misuse.
We are now recruiting an Administration and Finance Assistant. This post is initially funded until 31st December, 2012 and it is anticipated that it will continue beyond that date.
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Job Description
Reporting to the Manager and Assistant Manager, you will have responsibility for providing administration and finance support and to assist with all aspects of ensuring smooth running of the business.
Main Duties and Responsibilities
· Petty Cash

· Creation and payment of invoices

· Assist with banking 
· Sage Payroll

· Sage Accounts

· Recording holidays, sickness etc.
· Processing all administration in relation to operations

· Collect information and prepare operational reports
· Upkeep of databases

· Provide statistical and financial information on request

· Assist with the implementation of new processes

· Ensure records are kept within company and legal regulations

· Assist in the preparation of meetings, training sessions etc.
· Provide general administration support across the business
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Person Specification

Essential
· Previous  experience of providing administration services in a busy office environment
· Ability to prioritise workloads and keep to deadlines

· Experience of processing payroll and accounts using Sage Payroll and Sage Accounts packages
· Good knowledge of Microsoft Office packages including Word, Outlook, Excel, Powerpoint and Access

· Ability to use initiative and work under minimum supervision

· A flexible approach to fulfilling the job role

· Knowledge and experience of maintaining records to meet both business and legislative requirements
· Excellent oral, written and ITC skills

· Excellent organisational skills

· Excellent customer service skills
Desirable

Qualification in administration or finance

Understanding of the social enterprise sector

Clean driving licence

Qualifications

Qualifications in administration and finance will be an advantage, however experience, aptitude and enthusiasm will be also be considered as beneficial.
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Terms & Conditions

Place of Employment

Working will be based in our office in Craigshill, Livingston. 

Hours of Work
The normal working week is 20 hours to be worked flexibly by arrangement with the Manager.  Time off in lieu of additional hours worked above those contracted is by arrangement with the Manager.

Salary
£16,000 per annum pro rata 

Payment is made monthly in arrears by BACS.  A current personal bank account is required for this purpose.
Probationary Period
Almond Enterprises Ltd operates a 6 month probationary period for staff positions.  During this time the period of notice is 1 week.

Annual Leave and public holidays
The holiday year runs from 1st January to 31st December.

There are 26 days annual leave and 10 days public holidays, making a total of 36 days.  Holidays will be allocated pro rata to starting date and hours worked.

Equal Opportunity

Almond Enterprises is committed to promoting equality of opportunity in employment regardless of colour, sex, marital status, disability, age, sexual orientation, race, religion, nationality or ethnic origin.  We aim to ensure that no job applicant or employee receives less favourable treatment than another.

Selection will be on the basis of relevant merits, experiences and abilities.

It is the responsibility of all staff and Board members to uphold and implement our equality policy.

Additional Support for applicants with a Disability
It should be noted that access to Almond Enterprises’ premises are wheelchair accessible.
Almond Enterprises will make every effort to accommodate staff with a disability and where possible will make all reasonable adjustments.

Appointment Process
Any offer of employment will be made subject to obtaining satisfactory references and checking driving licence details where appropriate.

Funding
Supported by the Scottish Governments Enterprise Growth Fund this post is funded until December, 2012 with continuation anticipated after that date.
Application Process

An Application Pack can be downloaded here - www.almond-enterprises.co.uk/recruitment 
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