
Administrative & Financial Assistant | Guidance Hub 
Salary: £8ph (negotiable depending on experience) 

Hours of work: 37.5 (must be flexible to meet the needs of the organisation) 
Skills and Experience: Applicants should be IT Literate (MS Word / Excel / Outlook) and have 
good communication skills both in written and spoken English. A second language would be 
an advantage though not a prerequisite, as would any administrative experience gained in a 
school / educational based environment. 
 
Reception 
 

1. Ensure telephone, email and other contact is responded to in a timely, accurate, and efficient 
manner directing queries to appropriate personnel. 

2. To prepare and post all outgoing mail. 
3. Setup & Pack-up for activities & classes 

 
Administrative 
 

1. To provide secretarial and administrative support to Management & Teachers 
2. To attend and service staff meetings and take minutes and distribute after meetings along 

with any other relevant materials and to attend other meetings/events in a secretariat capacity 
as and when required. 

3. Establishing and maintaining computerised databases of the organisation’s contacts, service 
providers/users and other relevant information as required. 

4. Establishing and maintaining filing systems as appropriate in agreement with Management 
5. General administration/clerical support including photocopying, mail-outs, stationery and 

equipment supplies and filing. 
6. Maintaining the overall standard of the office space including liaising with cleaning services 

and keeping an equipment inventory of all capital, fixture and fittings. 
7. Assisting with the promotional activity of the organisation, including responding to information 

requests from members of the public and assisting with the co-ordination of events and 
conferences. 

8. Assist with the production of newsletters, web publications and marketing material 
9. Manage the diary commitments of the teachers 
10. Monitor and order office supplies 

 
Financial 
 

1. To assist with the processing of supplier invoices and to produce invoices/expedite payments 
2. To assist with the end of month accounts and in the preparation for the end of year audit. 
3. To scrutinise and check invoices for accuracy, check goods and services have been received 
4. Establish, maintain and process Gift Aid forms/payments 
5. Ensure all income is appropriately receipted and recorded 
6. Responds to finance queries and provides information to management, staff and service 

users on fiscal policies and procedures.  
7. Prepares or assists in preparing various financial or administrative reports.  
8. May prepare various payrolls. 
9. May initiate new procedures in accounting/business systems. 
10. Ensure financial and monitoring records are maintained and reports prepared in a timely 

manner. 
11. Ensure all relevant financial accounting procedures are adhered to. 

 
The post holder will undertake other duties as required by the organisation. 
 
The list is not exhaustive and can be revised in agreement with the post 
holder. 
 
To apply, please submit your CV and covering letter to careers@guidancehub.org by 
30/01/17 

mailto:careers@guidancehub.org

	Administrative & Financial Assistant | Guidance Hub
	Salary: £8ph (negotiable depending on experience)
	Hours of work: 37.5 (must be flexible to meet the needs of the organisation)
	Skills and Experience: Applicants should be IT Literate (MS Word / Excel / Outlook) and have good communication skills both in written and spoken English. A second language would be an advantage though not a prerequisite, as would any administrative e...

