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Post: Finance and Administration Officer  

 

Job purpose: To provide the organisation’s first point of contact to the public 

and to provide finance and administrative support. 

 

Reports to: Finance and Operations Manager 

 

Salary: £22,725 pro rata 

 

Period of employment: Initial contract until 31st March 2017. 

 

Hours: Part time (20 hours per week) 

 

Location: Oval, London 

 

 

About the organisation 

The Restorative Justice Council (RJC) is a charity based in Oval in South London. It is the 

independent third sector membership body for the field of restorative practice. It sets 

standards, provides quality assurance and acts as a national voice advocating the 

widespread use of all forms of restorative practice, including restorative justice. 

 

About the post 

The Finance and Administration Officer plays a vital role in facilitating the successful running 

of the organisation. They will work with the Finance and Operations Manager to provide a 

friendly and helpful first point of contact for RJC members, customers, stakeholders and the 

general public. They will help to administer the RJC’s membership and accreditation 

functions, while also providing administrative support to the staff team. The post is key to 

providing the rest of the team with support and a professional working environment. 

 

http://www.restorativejustice.org.uk/
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Job description 

The core responsibilities of this post are: 

 Acting as a warm, efficient and effective first point of contact for members, customers, 

stakeholders and the public.  

 Ensuring enquiries, including membership enquiries, are handled professionally on 

behalf of the RJC, by either dealing with queries directly, distributing them to relevant 

colleagues or asking for support. 

 Supporting the running of a smooth and professional office environment, including 

ordering office supplies, assisting with IT support and maintaining office protocols and 

policies.  

 Using the RJC’s customer relations management systems (CRM) to maintain up to date 

information on members, to create and send welcome packs, and to process renewals. 

 Supporting the processing of applications for membership of the RJC’s professional 

registers and the administration of the RJC’s accreditation products. 

 Helping process and maintain an accurate record of RJC income and expenditure. 

 Providing the RJC team with administrative support and carrying out other duties as 

required.  

 

Person specification 

 

Essential 

 Experience of working in an administrative role and dealing with financial transactions. 

 Flexibility to be able to switch between a range of tasks, as required. 

 Ability to organise and prioritise own workload and meet deadlines. 

 Strong team working and interpersonal skills. 

 Excellent communications skills, both verbal and written. 

 Good IT skills and the confidence to apply them to new systems. 

 

Desirable 

 Experience of reception duties. 

 Experience of arranging meetings and managing diaries. 

 Experience of working in the voluntary sector. 

 Experience of working for a membership organisation. 

 Interest in restorative justice. 


