John Moores Foundation
Charity No. 1207661
CHARITY ADMINISTRATOR
PART-TIME
Salary: £38,400 pro rata (£30,720 for 28 hours p.w.). Flexible hours with the possibility of hybrid working.
John Moores Foundation is a grant-making trust that gives money to community groups. It concentrates on funding projects based in Merseyside and Northern Ireland.

The Trustees would like to recruit a part-time Charity Administrator for the Foundation’s office in central Liverpool. 
The Role




· To work with the Grants Director to ensure the effective administration and grant-making of the Foundation, including maintaining the database of applications.

· To maintain up-to-date financial records for all aspects of the Foundation’s work and to prepare financial reports for the trustees.
The Person
· At least 3 years secretarial experience of which at least 1 year in a senior administrative position such as Office Manager or Financial Administrator.

· High levels of numeracy & literacy. 
· Ability to produce summaries from longer texts.

· An understanding of the requirements of financial recording and reporting, including the ability to prepare cashflow projections.
· Excellent IT skills, including the use of spreadsheets and databases such as Salesforce. 

Holiday Allowance: 24 days per annum, 

Employer Pension Scheme Contribution: at 9% of the salary
Closing date: 17th December

Interview date: 7th January

Preferred start date: 24th February 

For further details contact 

Contact Craig Kennerdale, Reed Recruiting at      Craig.Kennerdale@reed.com or call 0151 227 1894

