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 Stirling District Citizens Advice Bureau Ltd


Business Support Officer

Employer:

Stirling District Citizens Advice Bureau Ltd 

Location:

Stirling

Job Title:
   
Business Support Officer

 

Responsible To:
Finance Manager

Hours:  

21 hours per week, flexible to meet the needs of the service
Salary: 

£22,000 (pro rata) + 5% employer contributory pension

Term:


Permanent 

Overview of the post

The Business Support Officer role requires a committed, resilient and well organised team player to work with the Finance Manager to provide pro-active administration support to our CEO, staff and the Board of Trustees. 
Key responsibilities 

The principal functions of the role will be to undertake administration and provide support in the following areas:

· Primary responsibility for digital communications, including website and social media accounts

· Supporting Finance Manager with financial, HR and general administration
· Build and maintain positive relationships with internal staff and external partners and key stakeholders.

· Ensuring good systems within the organisation, suggesting improvements where relevant

· Secretarial support for the Board of Trustees and CEO including organisation of meetings, minute taking, maintaining records

· Event management, from booking and participation in small internal meetings to our Annual General Meeting
· Filing of correspondence and other documents relating to all of the above
· To carry out any other reasonable task requested by CAB management or required by the Board of trustees

Person specification

Essential

· Previous experience: Business Support Officer or similar role, providing high level business administration and support

· Strong IT skills: including but not limited to Microsoft Office and cloud-based systems including, but not limited to, OneNote, Teams, Zoom, Canva, social media sites and organisation internal websites
· Attention to detail: ensuring accuracy in all aspects of work

· Time Management: effective time management and working to deadlines

· Interpersonal skills: effectively communicating, building rapport and relating to others at all levels

· Problem solving: having a creative approach to finding solutions to ad hoc issues

· Continuous learning: taking initiatives in learning and implementing new concepts and ideas

· Personal: trustworthy with the ability to deal with personal information in a confidential manner

· Team Player: honest and enthusiastic with the drive and determination to get things done

· Current clean driving licence and own transport

Desirable

· Experience of bookkeeping and payroll
· Work experience in the voluntary sector or CAB
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