
 

Job title:   Finance and Administrative Assistant, UK 

Reporting to:  Head of Finance 

Salary:  £21,000 pro rata  

Job type:  Permanent, 14 hours a week 

Location:  UK, home based weekly travel to London    

 
About Chance for Childhood 

At Chance for Childhood, we believe that no child should have to fight for a safe, happy 
childhood. We exist to ensure that every child in Africa can thrive from their early years 
through to adulthood. Together with partners, supporters, children and their 
communities, we protect, educate and create lasting change for every child threatened 
by violence, neglect and conflict. 

We specialise in ensuring access to inclusive education and safe spaces so that children 
in Africa can play, grow, learn and thrive. We have staff and offices in the UK, Rwanda, 
Ghana and Uganda and community partners across West and East Africa. 

 
Purpose of the role 

The Finance and Administrative Assistant, UK will provide timely and accurate finance, 
administrative and fundraising responsibilities in the UK office.  Overall, the post holder 
will contribute to the smooth running of the Charity by supporting the general 
administration across the organisation.   

The Finance and Administrative Assistant, UK will be motivated to create administrative 
efficiencies within their scope of work, demonstrate excellent communication skills to 
maintain and enhance stakeholder relationships where necessary and be flexible to 
support tasks as they arise across the organisation. 

 
Main duties and responsibilities 
 
Administration and support (40%) 

a. Assistance to CEO and Senior Management Team as required 
- CEO Calendar Management 
- Preparing meeting briefs 



 

- HR coordination (contracts / DocuSign / new starters) 
- Partnership agreements 

b. Administration of the holiday booking system 
c. Ensure records are well maintained through appropriately filing of important 

documents on SharePoint. 
d. Support the logistical organisation of meetings or trainings, including the 

procurement and booking of venues, stationeries and other needs as required  
e. Assist with local and international travel arrangements for field trips and off-

site meetings including flight and accommodation bookings, visa processing 
and liaison with partners to finalise itineraries and overseas bookings. 

f. Maintain travel log to ensure compliance with travel insurance 
g. Monitoring the info@chanceforchildhood.org mailbox 
h. Events support and coordination as required 

 
Financial Management (60%) 

a. Receive bills for services and supplies, record on the accounting software and 
organise the payments 

b. Timely recording of all transactions, verifying accuracy, approvals and 
accounting codes in line with the organizations policies and procedures 

c. Monthly reconciliation of bank accounts and credit cards 
d. Update and maintain exchange rates in the finance system 
e. Log donations in the CRM and monthly reconciliation spreadsheet 
f. Prepare monthly HMRC gift aid claim 
g. Maintain Asset Register 

 
Other Duties 

a. Actively participate in team meetings, teamwork plans, adopt team spirit, take 
responsibility for action items assigned, and provide feedback as needed 

b. Multitask, be able to manage competing priorities and be able to prioritise to 
meet organizational objectives, 

c. Perform any other duties commensurate with the level of the post, as may be 
required 
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Person specification 

• It is essential the candidate will have: 
- Excellent spoken and written English 
- Thorough working knowledge of Microsoft Office (particularly Outlook, 

Word and Excel) 
• The candidate would ideally have most of the following: 

- A bachelor’s degree in business administration, accounting, finance, or 
any other relevant field of study related to the post 

- A minimum of two years’ experience in delivering on the key 
responsibilities for this position 

- Experience working in multi-cultural environments 

Chance for Childhood is committed to safeguarding everyone we encounter.  

We have a zero-tolerance policy towards any abuse, neglect, and exploitation of all 
people. Everyone that works with us is required to share and uphold this commitment 
through signing and complying with our Global Safeguarding Policy and Code of 
Conduct.  Pre-employment checks are undertaken to ensure high standards are 
maintained, including a DBS check (or equivalent) and references. 

Chance for Childhood is committed to creating an inclusive working environment, 
promoting and providing equal opportunities in employment. We particularly welcome 
applications from people with disabilities, Black, Asian or Minority Ethnic (BAME) 
backgrounds, LGBT+ and from different socio-economic and educational backgrounds, 
as these are underrepresented at Chance for Childhood. 

Candidates must have the right to work in the UK. 

To learn more about what we do with your data, please visit 
www.chanceforchildhood.org/privacy. If you want to receive a paper copy of our Privacy 
policy, please call us on 01483 230 250 or email hr@chanceforchildhood.org. 

 

To apply for this role please send your CV and supporting statement to 
hr@chanceforchildhood.org no later than midnight on the 27th of November 
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