VOLUNTEER ADMINISTRATION & ACCOUNTS SUPPORT OFFICER
PEEPSA – Prevent, Educate, Eradicate Post-Separation Abuse Ltd
Hours: Minimum 5 hours per week
Location: Remote / home-based
Status: Volunteer
Potential: This role may develop into a paid position in the future, subject to funding.
PLEASE READ BEFORE APPLYING
This is a skilled volunteer position involving administration, organisation, vital accounts support and communication within an organisation supporting women and children affected by domestic abuse, coercive control and post-separation abuse.
The minimum requirements listed below are mandatory. Please only apply if you meet ALL of them.
ABOUT PEEPSA
PEEPSA is a specialist organisation working to prevent, educate, eradicate and raise awareness of post-separation abuse, while supporting women and children affected by domestic abuse and coercive control.
Our work includes survivor support, professional training, peer-support hubs, campaigning, research collaboration, public education, media work and engagement with professionals and policymakers.
As PEEPSA continues to grow, we are looking for a reliable and experienced person who can provide consistent administrative and accounts support and help us manage the increasing volume of enquiries and organisational work.
THE ROLE
The successful applicant will provide approximately 5 hours of support each week. The hours are flexible and can generally be completed at times convenient to you, although some tasks will be time-sensitive.
A significant part of the role will be helping PEEPSA manage its correspondence and administration so that enquiries are acknowledged, information is organised and appropriate requests can be brought to the Director's attention.
Responsibilities will include:
· Monitoring and helping to organise PEEPSA emails and correspondence.
· Responding to routine enquiries professionally and sensitively.
· Identifying correspondence that needs to be escalated to the Director.
· Helping organise appropriate one-to-one appointments where capacity allows.
· Managing diaries, appointments and meeting schedules.
· Sending meeting information and helping coordinate meetings with professionals and other organisations.
· Maintaining clear and accurate administrative records.
· Organising documents and electronic filing systems.
· Supporting general day-to-day administration.
· Assisting with basic bookkeeping and financial administration.
· Supporting payroll administration where required.
· Assisting with HMRC-related administration, records, deadlines and requirements.
· Helping ensure appropriate financial and administrative records are maintained as the organisation grows.
· Maintaining strict confidentiality and appropriate handling of sensitive information.
· Working within PEEPSA's safeguarding, GDPR and data-protection requirements.
MANDATORY MINIMUM REQUIREMENTS
Applicants MUST meet all of the following requirements:
Qualifications
· A minimum of 5 GCSEs at Grade C or above, or equivalent qualifications.
Administrative experience
· A minimum of 2 years' relevant administrative experience.
· Proven experience managing emails and professional correspondence.
· Experience managing diaries, appointments and meetings.
· Excellent IT skills and confidence working independently with electronic documents and records.
Accounts / HMRC experience
· Previous practical experience of accounts or financial administration.
· Experience or working knowledge of payroll.
· Experience dealing with HMRC tax processes and requirements.
· An ability to maintain accurate and organised financial records.
Working with vulnerable people
· Experience of working in a trauma-informed environment, particularly involving vulnerable adults and/or children.
· An understanding of the importance of confidentiality, professional boundaries and safeguarding when dealing with sensitive information.
DBS
· You must be willing and eligible to undergo the appropriate DBS check for the role before undertaking any duties for which such a check is required.
References
· You must be able to provide two independent professional references from people you have worked for or with. References cannot be relatives.
PERSONAL QUALITIES
Because of the nature of PEEPSA's work, we are looking for somebody who is:
· Highly organised and dependable.
· Able to work independently and use initiative.
· Professional and confident in written communication.
· Compassionate without losing professional boundaries.
· Discreet and trustworthy with confidential information.
· Able to recognise when something needs to be escalated rather than dealt with independently.
· Comfortable working within a survivor-led organisation.
· Trauma-informed in their approach.
· Supportive of PEEPSA's commitment to improving the safety and experiences of women and children affected by domestic abuse and post-separation abuse.
IMPORTANT
This role may involve access to highly sensitive and confidential information concerning vulnerable women and children. Confidentiality, safeguarding and professional boundaries are therefore essential.
Although this is currently a volunteer role, we are specifically looking for someone with existing skills and experience who can take responsibility for these tasks with minimal supervision after induction.
The role has the potential to become paid in the future if suitable funding becomes available, but this cannot currently be guaranteed.
If you meet all of the mandatory minimum requirements and would like to contribute your skills to PEEPSA's work, we would be delighted to receive your application.


