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ABOUT ROOTED FINANCE


Rooted Finance is a London-based specialist debt and money advice Charity. Rooted Finance (RF) provides quality debt advice services and financial inclusion campaigns to help clients manage their finances and debts; protect their essential services; and safeguard their income and priority needs. 

As a Project Officer at Rooted Finance, you'll be at the heart of our mission to empower individuals and families through financial well-being. This is an exciting opportunity to join a dynamic team at a pivotal moment of growth for our organisation. 

If you're a highly organised and proactive individual who thrives on providing comprehensive support to a bustling project team, this Project Officer role at Rooted Finance is for you. 

You'll be instrumental in the smooth running of our vital initiatives, adeptly managing correspondence, interpreting complex information, and coordinating project activities from start to finish. Beyond day-to-day coordination work, you'll utilise your strong research and communication skills to excel both independently and as a valued member of our team.

The post holder will be part of a small 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		Projects Officer

Salary		 	£32,000 pro rata

Hours 		21 Hours per week (3 days)

Benefits		25 days annual leave plus bank holidays
Day of leave on your birthday
Each year of service will accrue additional days leave up to 35 days
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	The postholder will be required to attend the RF offices minimum 2 days a week, (based on business demands).	Comment by Muna Yassin: This has been lifted from frontline staff JD's adapt based on non-client facing role and factor in they are in 3 days a week so you'd expect two to be in the office?	Comment by Emma Triggs: changed to reflect this







Purpose of the Job 
As a Projects Officer at Rooted Finance, you'll be instrumental in the successful development and execution of our Advice and Non-Advice related projects. This role will be crucial in helping us make a tangible difference in the lives of individuals and families navigating financial challenges at both an individual and at a systems level through our policy and advocacy projects.	Comment by Muna Yassin: Keep the same job role in the pack!!

This role involves a blend of focused support, hands-on coordination, and administrative oversight, ensuring our projects are delivered efficiently and effectively. You'll work closely with various teams and external partners, playing a key part in everything from shaping impactful campaigns and fostering lived experience engagement to streamlining project operations and upholding our commitment to quality. 

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.  
 
Reporting 
The post holder will report directly to the Projects and Partnerships Manager of Rooted Finance 

Main Duties and Responsibilities 
This role involves a blend of focused support, hands-on coordination, and administrative oversight. More widely this includes: 
Project delivery, Coordination and Stakeholder Engagement
1. Working closely with the Partnerships & Project Manager to provide comprehensive administrative support for all project deliveries, including scheduling meetings, preparing materials, taking minutes, engaging with clients.
2. Identifying and engaging internal teams and external stakeholders to support project delivery as required.
3. Act as a key liaison, facilitating engagement between the Lived Experience steering committee and internal teams/external service providers.
4. Supporting the coordination of project events and external activities, ensuring seamless execution.
5. Developing and tracking accurate and timely project-related data using our internal CRM systems, in line with internal policies and regulatory standards (e.g., GDPR).
6. Assisting in the development and promotion of new services, to ensure successful engagement and attendance.
7. Contribute towards developing new service/project development, process mapping and participating in wider organisational growth/expansion
8. Collaborating closely with the Partnerships & Projects Manager to shape campaigns that encourage public, private, and voluntary sectors to adopt policies beneficial to service users and target groups.
9. Supporting with fundraising activities and research projects 
10. Work closely with advice team to proactively identify and highlight RF achievements


 Administrative Support
1. Managing calendars, scheduling meetings across project teams
2. Awareness of and tracking multiple project milestones and deadlines to anticipate conflicts and resource planning.
3. Ensuring project documentation and communications are kept up to date.
4. Preparing meeting agendas, taking detailed minutes/action items, distributing them promptly, and tracking follow-up items across different project meetings.
5. Efficiently handling a high volume of emails, knowing when to act immediately and independently manage and prioritise own workload
6. Maintaining accurate and up-to-date lists of contacts for each project's stakeholders, and partners.
7. Compiling, drafting, and formatting regular basic status reports, progress updates, and dashboards for different audiences.

 Quality Assurance & Data Management
1. Maintaining accurate and timely project-related data records on all CRM systems, in line with internal policies and AQS standards.

PERSON SPECIFICATIONS 
 
Qualification 

Desirable	Educated to a degree level or equivalent charity experience. 


Skills 

Essential	Understanding and commitments to the aims, principles, values and quality standards of Rooted Finance services 

Essential	Awareness of, and ability to, understand and empathise with clients from a diverse range of backgrounds and disadvantaged groups living in the community, in particular barriers faced by over-indebted and financially excluded communities. 

Essential 	Ability to use sensitive listening and questioning skills when engaging with clients and/or those with lived experience

Essential      	Ability to remaining non-judgmental

Desirable	Ability to multi-task 

Essential 	The ability to efficiently switch between project contexts while       maintaining concentration on the task at hand.                  

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		Ability to receive feedback objectively and sensitively, and work as part of a team and be open to learning from others

Essential	Ability to meet deadlines

Essential	Knowledge and experience of using case management systems to maintain accurate records
 
Essential 	Working in a small team and autonomously

Essential 	    A commitment to continuous professional development, including a     willingness to develop knowledge and skills in advice topics 
Essential       Excellent IT skills, including experience of using Microsoft Office; in particular Outlook, Word, Excel and of using systems to monitor and maintain records 
Experience 

Desirable 	At least six months experience of working with the public, and ideally in a community setting. 

Desirable       Experience of gathering, providing and disseminating complex and sensitive information 

Essential	Ability to work under pressure on a number of competing tasks and meet deadlines. 

Essential 	Understanding of and commitment to RF values and equal 
opportunities policies 

Desirable	Awareness of financial inclusion and related areas 
				
Essential 	Commitment to working flexibly across all RF services, including evenings and weekends (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.
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