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Job Advert

Business Supporting Communities Project Finance and Administrative Officer

Location: 
Rhyl (covering the whole of North Wales)
Salary:

NJC Fixed Point 19: £ 17802 per annum pro rata + 6% pension

Hours:

25 hours per week, to suit project requirements
Term: 

Up to 3 years
Reporting To: 
Business Supporting Communities Project Manager
DVSC has been successful in securing grant aid from the Big Lottery Fund People and Places Programme to fund a three year Business Supporting Communities project across the whole of North Wales.  The purpose of the project is to encourage and enable businesses to support and help their local communities by finding and facilitating mutually beneficial activities and solutions.
We are now seeking an experienced Project Finance / Administrative Officer to support the team to successfully deliver our agreed outcomes.  

Candidates should be able to demonstrate significant project financial management experience as well as experience of helping to deliver stretching project outcomes, including owning and managing specific elements of projects.  The postholder will be responsible for delivering specific initiatives within the project and supporting the Project Manager in cross-regional initiatives, for example marketing, website development and stakeholder management.

The postholder will be expected to work with volunteers and will be responsible for providing opportunities for volunteers to increase their skills, so some experience of coaching and encouraging other people’s personal growth and skills development is essential.

The ability to speak Welsh is desirable.  A flexible approach to work including travelling and out of hours working is essential.  
In your application, please state clearly which role you are applying for.
CLOSING DATE FOR RECEIPT OF APPLICATIONS WEDNESDAY 21ST SEPTEMBER 2011 at 5PM
INTERVIEWS WILL TAKE PLACE FROM 3RD OCTOBER 2011
