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Rooted Finance
Rooted Finance (RF) is a pioneering London-based debt advice and education Charity. 
We believe that problem debt is corrosive and impacts the quality of people's lives and costs society as a whole. We also believe that structural inequalities within the financial services system contribute and exacerbate problem debt and need to be addressed for a fairer and more equal economy. 
Our services include emergency debt support for over-indebted individuals; preventative advice to protect individuals from getting into debt, financial education to improve financial management skills; and innovative projects and campaigns to tackle systemic financial inequalities.  
Rooted Finance is expanding its operations team and is looking for a full time Administrative Assistant. This is an excellent opportunity for someone to join at a pivotal moment in our organisation’s growth. Your role will be to work within a small team to support our projects and management teams. 

This includes scheduling meetings, agenda preparation and follow-up actions. You will demonstrate excellent minute-taking skills, have a strong ability to proofread documents.

Duties will include document management, administration and onboarding of new stakeholders. You will work closely with the senior management team to deliver a consistent and professional service

The successful candidate will possess excellent communication skills - both written and verbal, have a high degree of professionalism, be a proactive problem solver, adept at managing multiple tasks, and have strong time management, and attention to details.  

This is an important role for someone looking to expand their skills, experience and knowledge and build a career in the Charity sector. The post holder will be part of a small but fast paced team and need to be a proven self-starter. 

The team language is English, and Rooted Finance is an Equal Opportunities employer. 

JOB DESCRIPTION 

Job Title		Administrative Assistant 
 
Salary		           £32,000 Per Annum
 
Hours 		Full Time – Six-Month Maternity Cover   
 
Benefits		25 days annual leave plus bank holidays 
Day of leave on your birthday 
3% Pension contribution stakeholder pension  
£200 home-office equipment allowance  
Costco membership 
Employee Assistance Programme 
Hybrid and flexible working arrangements offered post 		completion of successful in-person probation/and according to 	job role/demands. 
 
Contract		Permanent/Fixed Term (subject to funding)	  
   
Location	Rooted Finance delivers primarily an in-person service, postholder will be required to attend outreach locations/RF office. Hybrid arrangement with remote working will be incorporated where possible based on business demands. 

Purpose of the Job 

Rooted Finance is looking for a proven self-starter to support our project   and management teams with the smooth running of the organisation’s day to day operations. This will range from administrative support, to troubleshooting issues around tech to ensuring a fully stocked office applies. You’ll provide support to a busy team, working in a fast-paced and pressured but rewarding environment.

Training and development 

Rooted Finance will provide internal and external training as appropriate. Continued professional development is fundamental to the values of Rooted Finance in building capacity amongst its team members.  

Main Duties and Responsibilities 

The role of Administrative Assistant is a core and important post of RF. The postholder will work closely with the management team to ensure operational needs across the organisation are maintained. The Administrative Assistant will lead administrative duties and tasks in the absence of the Director of Operations.

As an Administrative Assistant you will be responsible for general office maintenance (stationary, invoices, office set up) and you will also support the CEO and the Board of Trustees with diary management, minute taking, general administration.
 
Reporting 

The post holder will report directly to the Director of Operations of Rooted Finance 

Tasks & Responsibilities

Provide high-quality operational support to ensure services are delivered efficiently, accurately, and in accordance with organisational objectives, enabling management, staff, and the Board to effectively oversee and support the day-to-day running of the organisation. This includes:

· Provide comprehensive administrative and secretariat support to the CEO and Board Chair.
· Provide comprehensive administrative support to the management team, ensuring the effective and efficient running of organisational operations. This includes coordinating meetings, managing diaries and correspondence, preparing documentations, arranging travel and support with events, maintaining records and filing systems, supporting internal communications and operational activities.
· Oversee office supplies inventory, order new materials as needed, and ensure the office environment is well-maintained and efficient.
· Work closely with the Director of Operations to assist and oversee the management of daily operations, including coordinating with all aspects of our business priorities to ensure smooth operations
· Develop and implement operational strategies to improve efficiency, and assist with the implementation of new policies and procedures to improve operations
· Lead on all recruitment administration (from posting job ad to all on boarding/off-boarding process)
· Maintain good financial record and monitor day-to-day financial operations, such as invoicing, expenses and financial reconciliation
· Ensure up to date employment law/health and safety regulations are adhered to and guidance is provided to employees
· Act as back-up to senior staff in performing business operations duties.
· Provide support to managers with managing/coordinating external events and large meetings, ensuring invites/diary management, minutes are diligently maintained.
· Update internal operation procedures documents as needed
· Support all line managers in managing and resolving operational issues.
· Proven attention to detail and an interest in first-time accuracy
· Support team with external audits/visits, including quality assurance audits  
· Produce reports on operational activity including a monthly expenditure report
· Maintain an up-to-date assets register and ensure all tech devices are working and are up to date with required spyware/anti viruses 
· Support compliance, security, and technology management activities, ensuring organisational devices and systems are secure, well-maintained, and regularly updated.
Other 
1. Undertake additional tasks as defined by CEO, Director of Operations or Project Managers. 





















PERSON SPECIFICATIONS 
 
Qualification 

Desirable	Educated to a degree standard or equivalent in business administration, operations management, or a related field
Desirable	Qualified first aider

Skills 
Essential	Proven experience working in an administrative role 
Essential	Excellent communications skills – including written and personal 			presentation skills. 

Essential	High standard of numeracy and computer skills, specifically IT skills with a strong command of the Microsoft Office suite with an ability to understand and analyse complex financial and other numerical information 

Essential	Knowledge and experience of setting up users on CRMs and other internal systems 
 
Essential 	Working in a small team both autonomously and working collaboratively to support project and management teams to achieve organisational goals

Experience 

Desirable	1-2 years of experience in administrative roles or a related field
Essential 	Knowledge of business processes and operations
Desirable	Understanding of financial and accounting principles
Desirable	Ability to analyse data and make informed decisions
Essential 	Strong time management skills and ability to prioritise tasks effectively
Essential 	Ability to work in a fast-paced environment and adapt to change quickly.
Essential	Ability to work under pressure on a number of competing tasks and meet deadlines. 

Essential	Understanding of and commitment to Rooted Finance values and equal opportunities policies 

Essential 	Strong verbal and written communications skills with experience in cross cultural settings, ability to handle sensitive information with discretion and adherence to GDPR.

Essential 	Understanding of the reasons and need to maintain confidentiality at all time
Essential	A demonstrable proactive approach and unprompted problem-solving skills 
Essential	Compliance with RF policies and procedures as outlined in internal manuals, including all policies such Health & Safety, Equal Opportunities, GDPR etc
Essential	Commitment to working flexibly across all Rooted Finance service, including external meetings, events and evenings and weekend (TOIL applied)
Other:
This role will be subject to an enhanced DBS check
Rooted Finance is registered with the Information Commissioner's Office and will process your personal data in accordance with the General Data Protection Regulation and Data Protection Act 2018. Please refer to our online Privacy Policy for more information on how your personal data will be processed and stored. 
 
This job description and personal specification does not form part of any contract.
Rooted Finance Limited is incorporated under the Companies Act 2006 (Registration Number 07205478), and is authorised and regulated    by the Financial Conduct Authority (Firm Reference Number 627716) and a registered Charity (Charity Number 1138351)[image: A close up of a logo  Description automatically generated]
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