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ADMIN & FINANCE OFFICER

REPORTING TO Finance Manager

Up to 38 days holidays (pro rata) that includes 25 annual leave, your
birthday, bank holidays, and time between Christmas and New Year's.
Availability of flexible working hours upon agreement.

BENEFITS A Perkbox account — giving you instant 24/7 access to more than 250
perks, including shopping discounts, online GP appointments, mental
health support line and much more.

SALARY £33,000 equivalent of a full-time job of 35 hours

One-year fixed-term contract

TIME DEDICATION 35 hours/week - probation period of four months.

LOCATION LAWA'’s Main Office in Hackney, London

ABOUT LAWA

Latin American Women’s Aid (LAWA) is a community-based organisation led by and for Latin
American women and children in London, working to end violence against women and girls
(VAWG) since 1988.

We provide a range of different supporting services: we manage the only refuge
accommodations for Latin American women and children in the UK and Europe. Likewise, we run
a VAWG Advice Centre to provide support and advocacy for women from the Global Majority'. In
addition to this, we offer créche, English classes, counselling, a Change Maker empowerment
programme, a housing policy project (WAHA) and children and young people's services.

Our mission is to work together with women and children from the Global Majority to end violence
and achieve self-determination.

! By Global Majority we refer to the population groups that have been widely referred to as "ethnic minorities". We recognise that
people of African, Asian, indigenous or mixed origin are not a minority and that, in concrete reality, the experience of whiteness is
not the norm for majorities on the planet. The use of this term is a political response to the social, political and economic
marginalisation of groups that, from a colonial perspective, have been treated as "minorities".
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JOB PURPOSE

The Administrative and Finance Officer plays a key role in ensuring the efficient day-to-day
operation of the organisation, providing high-quality administrative, financial, and operational
support to enable effective service delivery. The post-holder will ensure the smooth running of
office systemes, facilities, and administrative processes, while maintain accurate financial records
and supporting budgeting, invoicing, reconciliations, and expense management. Working
collaboratively across the organisation, the role will help strengthen operational effectiveness,
support staff and volunteers, and contribute to the delivery of high quality and service-user
centred services.

Main Duties and Responsibilities

Administrative Support

To ensure the smooth day-to-day running of the organisation, the post-holder will:

e Liaise with telephone, internet, IT, printing, utilities, stationery, and other service providers.

e Manage repair and maintenance issues as they arise.

e Carry out regular stock checks and order office supplies within the agreed budget.

e Organise and coordinate monthly staff meetings.

e Support the development and review of organisational policies and procedures.

e Collect, manage, and file letters and other correspondence.

e Provide administrative support for organisational events when required.

e Supportrecruitment processes, including participating of the induction process and carrying
out DBS checks.

e Liaise with the external IT provider to coordinate IT requirements and support the
management of cloud-based systems.

e Provide administrative support to staff members when required.

Finance Support

To maintain and monitor LAWA'’s financial records, the post-holder will:

e Prepare and keep up to date administrative budget.

¢ Raise invoices for funders and partners, monitor payments, and maintain accurate records.
e Raise and monitor ad-hoc invoices in a timely manner.

e Manage petty cash and complete monthly reconciliations.

e Ensure all purchases invoices are checked, recorded and electronically filed accurately and
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on time.

e Record, electronically file, and monitor all Direct Debits (DDs) in a timely manner.

e Reconcile the organisational credit card on a monthly basis.

e Support and train staff and volunteers on expense procedures, including the use of the online
expense platform.

e Assist the Finance Manager with other duties relevant to the role as required, including yearly
audit and budget review.

Learning and Capacity Building

e Participate in the induction program provided to new staff.

e Attend training and other relevant learning opportunities to support professional
development.

e Share knowledge and contribute to capacity-building activities for staff, volunteers, and
colleagues following training attended.

e Contribute to the delivery of organisational trainings and other staff development activities.

e Take part in required meetings, training sessions, supervision, and Continuing Professional
Development (CPD).

e Engage in project and other activities as requested by the line manager.

General

e Take a proactive & enthusiastic approach to tasks, problem solving & team working.

e Adhere to organisational policies and procedures.

e Attend and contribute to staff and team meetings and help build and maintain healthy
working relationships within the team.

e To undertake any other duties as may be required.

e Work at all times with the best interest of LAWA in mind.

e Ensure that any action or comments made on behalf of or representing LAWA will not cause
the organisation’s name to be suited or assist in bringing the organisation's name into
disrepute.

Flexibility Clause: From time to time, the post holder will be required to undertake duties that are
consistent with the work of LAWA. The post holder must be flexible and be able and willing to
take on such duties, which are not significantly out with the scope and the nature of the role.

18-22 Ashwin Street. The Print House. E8 3DL, London. 7 ee
Phone: 02072750321/ Charity Number: 299975 Q/Q Immigration

Advice
lawadv.org.uk/en Authority



PERSON SPECIFICATION

EXPERIENCE & KNOWLEDGE REQUIREMENT

Bookkeeping support, finance qualification, or equivalent experience. Essential
At least 2 years of experience in a similar role. Essential
Strong attention to detail and good problem-solving skills. Essential
Commitment to teamwork and collaboration. Essential
Able to communicate professionally with external suppliers, partners, £ tial
ssentia
staff, and volunteers.
Flexible and willing to support different teams across the organisation, £ tial
ssentia
with a positive mindset.
Ability to work accurately with figures, financial records, and budgets. Essential
Proactive and able to work independently or with minimal supervision £ tial
ssentia
and use initiative.
Well organised and able to manage competing priorities. Essential
Ability to work under pressure and in a dynamic environment. Essential
Ability to handle confidential and sensitive information appropriately. Essential
Proficiency in using Microsoft Office 365 applications, including £ tial
ssentia
Outlook, SharePoint, OneDrive, Word, and Excel.
Brazilian Portuguese or Latin American Spanish mother tongue. Essential
Proficiency in English. Essential
Must have the right to work in the UK Essential
Awareness of issues facing by Latin American and other BME women Desirabl
L esirable
experiencing VAWG.
Proficiency in Concur SAP Desirable
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LAWA aims to be an Equal Opportunities employer. In light of the nature of work and focus of LAWA,
the organisation considers the candidate’s race and gender, to be an occupational requirement in
accordance with Parag. 1, Schedule 9, of the Equality Act 2010.

This post is open only to Latin American and other Global Majority women. We particularly encourage

applications from Black Latin American women and LBTQ+ women.

Please note that this position does not qualify for work permit or visa sponsorship. No agencies.

To apply please send your CV and a cover letter to recruitment@lawadv.org.uk. In the email subject,
please indicate the post you are applying to. Deadline: 7 September 2026 — We reserve the right to
close earlier if the vacancy is filled earlier.
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