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Finance and ADMINISTRATION ASSISTANT
Full-time permanent 37.5 hrs p/w (42 weeks per year)

Birmingham Ethnic Education and Advisory Service (BEEAS) are seeking to appoint an experienced, well-organised, committed individual with a positive attitude.

BEEAS are currently looking for an experienced Finance and Office Administrator with a sound knowledge of book keeping, finance and payroll procedures. This position will play an integral role in the service and organisation of our charity. The role will provide administrative support to all the BEEAS team. Candidates will have impeccable verbal and written communication skills, competent ICT skills (MS office), and a strong ability to multi-task with a friendly demeanour. The post holder will be required to ensure that the main BEEAS office runs smoothly and will be expected to undertake a variety of associated duties.

We excel in providing broad, inclusive and high quality courses and Information Advice and Guidance to all our clients.

Salary: The salary for this post is currently £20,000 - £22,000 per annum (dependent of experience). Salaries are paid by bank credit on the 4th of each month.

Hours of Work: 37.5 hrs per week, Monday to Friday term time only plus three weeks during the summer holidays (to be agreed with the line manager).

8.30am - 4.30pm (Monday - Friday)

Half an hour each day will be taken for lunch.

Based at the main office in Lozells. 
Closing date: noon on Friday 10 May 2019 

Interviews will be on Thursday 23 May 2019
For job details and an application pack please email info@beeas.org
We are committed to safeguarding and promoting the welfare of children and expect all staff and volunteers to respect this commitment. All posts will be subject to an enhanced DBS check. BEEAS is an equal opportunity employer, we welcome applications from all sections of the community.

