
 

 

 

 

 

JOB DESCRIPTION 

Job Title: Book-keeper / 

Administration Assistant 

 Based: KLCT Office, Kyle 

Reports to: Development Officer, KLCT   Hours: Part-time – 10 hours per week, 

over 2-3 days 

Hourly 

rate: 

£10 per hour  Contract 

length: 

12 months fixed-term with 

potential to extend 

 

Kyle & Lochalsh Community Trust (KLCT) was established in August 2012 and is 

committed to instigating and delivering social, economic and environmental 

regeneration projects and local services. We are fully focused on improving the 

quality of life for the residents of Lochalsh and the visitors to our spectacular 

location on the west coast of Scotland. We aim to achieve the sustainable 

regeneration of our community which, despite its magnificent geographic 

setting, has been identified as one of the most economically fragile and deprived 

in the Highlands. 

We work to generate income through enterprise and the ownership of assets. As 

a not-for-profit organisation, all of our trading surpluses are reinvested in the 

community.  

We have taken forward a number of projects in Kyle and Lochalsh and now need 

to consolidate our business practices to ensure that existing projects and 

enterprises operate smoothly while meeting the community’s expectations and 

increasing demand for further development.  This post will support the 

Development Officer in ensuring this can happen. 

 

Overall Purpose of the Job: 

The main purpose of the Book-keeper/Administration Assistant role is to support 

the efforts of Kyle & Lochalsh Community Trust and its Trading Company, Kyle & 

Lochalsh Trading (KLT), in all aspects of financial and business development and 

management. This position has no line management responsibilities. 

This role is initially on a 12 month long contract, however efforts will be made to 

secure the position beyond this time. The successful applicant will be offered a 3-

month probationary contract during which time either party may terminate the 

contract on giving one week's notice. It is expected that as the organisation 

grows the need for supporting staff will likely increase which might lead to more 

hours, subject to mutual agreement. 

   
 

 



 

The post holder will be accountable for: 

- Supporting the Development Officer and, through her, the Community Trust 

and its Trading Company, in the management and marketing of its 

operations 

- Supporting the Trust and its Trading Company on their financial 

management 

- Supporting the day-to-day running of the organisation. 

 

Main Duties of the Book-keeper/Administration Assistant will include: 

FINANCES 

- Prepare and maintain financial records, payroll and other relevant financial 

tasks to ensure that finances of the Trust and its Trading Company are 

complete, accurate and up to date 

- Prepare expenditure and income reports, financial projections and cash-flow 

forecasts of income and expenditure using Sage programme or Excel 

- Work with the Accountant/Independent Examiner and Treasurer to prepare 

and submit the annual accounts 

 

FUNDING APPLICATIONS 

- Maintain a record of all funding applications and necessary claims timetables 

and requirements 

- Support the development and promotion of fundraising activities and 

projects to support our fundraising strategy and income generation 

- Attend relevant meetings and information sessions, if required 

- Help to write reports to funders. 

 

MARKETING 

- Help to prepare and deliver marketing materials and press releases 

- Help to prepare regular project updates 

- Manage KLCT website. 

 

ADMINISTRATION 

- Provide other administration support when required. 

 

OTHER ASSIGNED DUTIES 

- Any other duty as required by the needs of the Trust and its Trading 

Company. 

 



 

PERSON SPECIFICATION 

Book-keeper/Administration Assistant  

Key Criteria Essential Desirable 

 

Qualifications and Training 
 A good standard of education  

 

Work Experience 
 Previous experience of book-keeping and 

administration roles 
 

 

Knowledge, Skills &  

Abilities  

 

 Excellent interpersonal skills 

 Excellent organisations skills 

 Very good presentational and written 
communication skills 

 Ability to prioritise work and work to tight deadlines 

 An open and inclusive operational attitude 

 
 

 

Technical Skills 

 

 Good general computer competence (Word, Excel, 
Web, email, PowerPoint, Publisher, databases) 

 Willingness to learn how to use Sage programme 

 Willingness to learn how to manage a website in 
WordPress 

 Experience of managing a website in WordPress 

 Knowledge and experience of Sage programme 

 Marketing experience 

 Filing experience 
 

 

Job Circumstances 

 

 Able to work at the KLCT office 

 Strong motivation and enthusiasm for the post and 
the role 

 Ability to attend occasional meetings and 
information sessions within Scotland 

 Early start date 

 Driving licence and access to a car 



 


