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We are currently recruiting for a Maternity Cover Finance Administrator to work at SCOREscotland office.  
The successful candidate will be a very organised person, with excellent numeracy and finance administration skills essential for the efficient administration of SCOREscotland finances and the preparation of financial reports to the Board and funders.  He or she will be a very good communicator as often, they will be dealing with our key partners, accountants, the Treasurer and a diverse staff team. The post holder will be a team player, responsible to the Manager and will contribute to the provision of a quality service for black and minority ethnic people in South West Edinburgh.  

Salary and hours
This post is part-time- 2 days or 14 hours per week Maternity Cover until 31 December 2017 (subject to funding).  The salary is AP4; Point 27 on the NJC Salary Scale which amounts to £23,232 per annum (Pro rata) including pension at 8% (following a successful 3 months probationary period). SCOREscotland is a flexible employer. 
About SCOREscotland
Strengthening Communities for Race Equality Scotland - SCOREscotland, is a voluntary organisation based in Wester Hailes, in South West Edinburgh. 

SCOREscotland works in partnership to address the causes and effects of racism and to promote race equality. Our approaches are designed to break down barriers to the full participation of minority ethnic communities in all aspects of civic life. 
Website: www.scorescotland.org.uk
Application notes:

The closing date for this post is 5pm on Thursday 12th January 2017.
An application pack is available for download below.

Please submit one copy of the application form and an equality monitoring form to info@scorescotland.org.uk Please note: Subject: FINANCE POST

Our preferred method of communication is via Email. We will automatically acknowledge receipt of your emailed application. Late email or postal applications will not be accepted. Applications must be on the SCOREscotland form provided and, please, include no CVs. 
We will inform you as soon as possible if your application is successful.  If you do not hear from us by 5pm on Monday 16th January 2017, please accept that your application has been unsuccessful. 

Interviews will be held on Wednesday 18th January 2017 at SCOREscotland offices and we hope the successful candidate will be able to start right away.
Please note; our offices will be closed at 5pm Friday 23rd December 2016 and will re-open on Monday 9th January 2017. 
Downloads:

The Closing date for this post is 5pm on Thursday 12th January 2017.
