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Newark & Sherwood Community & Voluntary Service

Administrator & Finance Support Officer – 1 year post
Salary: £15567 FTE. £6732 (actual salary) 
Hours: 16 hours a week flexible over three / four days Tuesday – Friday to be agreed with the Chief Officer.
Purpose: To provide administrative & finance support to ensure the smooth running of Newark & Sherwood CVS. The role will encompass general office administration and HR administration duties.
We offer a supportive working environment, regular supervision and opportunities for professional development.

The successful candidate will be able to demonstrate:

· Experience of working in an Administrative role
· Experience of basic finance e.g. invoices
· Good standard of literacy and numeracy

· IT competence 
· Good organisational and planning skills, ability to prioritise workloads, manage competing demands; work under pressure and to tight deadlines

For an application form, please contact 01636 679539 or see on website www.nandscvs.org 
Pleases note CVs will NOT be accepted 

Closing date for applications is Thursday 19th October 2017 12 noon.
Interview date is Monday 23rd October 2017.
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