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Vacancy


  Assistant Manager (Finance)

Castle Hill Community Centre Trust (CHCCT) is looking to fill a vacancy for part-time Assistant Manager (Finance) to help in the smooth running of the Centre & to deputise for the Centre Manager in his absence.  It is a position which would be suitable for someone with previous office experience and because of its flexibility of attendance, could be of particular interest to anyone considering a return-to-work appointment.
Key tasks:


      •        Be responsible for maintaining all financial accounts pertinent

                to the running of Castle Hill Community Centre.

· Run Payroll, PAYE  and pension proprietary software.   

      •        Progress chasing of outstanding invoices..

                  •       Support front desk reception and customer care function.


      •       Assist in the management of a team of voluntary centre support   


  staff.


      •       Process all monies received in accordance with the Castle Hill     


  Community Centre Finance Policy. 


      •      Co-ordinate Centre use and lettings in such a way as to  



  maximise income.

Attendance:
16 hours per week spread over 5 working days. The actual hours 

worked will be negotiable in order to achieve the most effective 


support for the smooth running of the Centre & as far as possible to fit 

to in with a convenient working pattern for the post-holder. Some very 

occasional evening and week-end working may be required which will 

attract either time off in lieu or additional payment. 

Pay:               £9.44 per hour/£7854 p.a, (£18408 p.a. pro rata)

Annual Holiday Entitlement:    28 days including Bank & public holidays 
Skills

· A good educational standard

· Good numerical skills.

· Good analytical skills, with attention to detail and accuracy.

· Strong interpersonal and communication skills.

· Customer service skills.

· Able to work on own initiative as well as in a team.

· Good planning and organisational skills.

·  Good IT literacy with a working knowledge of MS Office suite including  Word & Excel.

Personal Attributes:

· Honesty & trustworthiness.

· Reliability.

· Good timekeeping.

· Ability to get on well with others. 

· Commitment to appropriate training.

Applications: 

Applicants are invited to complete an application form which, together with a full Person Specification, can be obtained from the Centre Manager at the address below or be downloaded from the Staff Vacancies section of our website:  www.castlehillcommunitycentre.co.uk
Selection:


 Selection will be by interview, which may include some simple practical tests 
 of skill levels. Appointment will be subject to satisfactory references and 
 
DBS check.
 Closing date for applications:


 Friday 22nd October, 2021.
Application Forms can be obtained from & should be returned to:
The Manager,

Castle Hill Community Centre,

Highfield Road,

Ipswich,
IP1 6DG

Tel: 01473 747053

Email: chbookings@outlook.com
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