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CPRE LONDON, 70 Cowcross Street London EC1M 6EJ

Office and Accounts Administrator/Manager

Part-time, 0.2  FTE £24,000 pa (pro rata) fixed term for 12 months (with the possibility of extension).  Office-based, flexible hours (to be agreed)

The London Branch of the Campaign to Protect Rural England is seeking a competent and committed person to take care of its office affairs and financial administration.  We are the leading environmental charity protecting London’s green spaces and making the city a better place for everyone.  To apply please download the candidate briefing pack below and send your CV and a short covering letter explaining why you are suitable for the role to:  office@cprelondon.org.uk.

Deadline for applications:  Monday 11 June, 2018

Interviews:  will take place during the week beginning Monday 18 June




CPRE LONDON, 70 Cowcross Street London EC1M 6EJ

Office and Accounts Administrator/Manager

Part-time, 0.2 FTE £24,000 pa (pro rata) fixed term for 12 months (with the possibility of extension).  Office-based, flexible hours (to be agreed)

Background:

CPRE London is a regional branch of the national environmental charity, the Campaign to Protect Rural England. We campaign to save Green Belt, Metropolitan Open Land and other green spaces in Greater London, and to make our capital city a better place to live for everyone.  We have a particular interest in protecting green spaces, improving neighbourhoods, making better use of wasted space, promoting green infrastructure and supporting well designed, high density development which meets the needs of diverse communities across the city. 

We have over 2,000 members and supporters.  We provide them and the wider public with information and guidance on issues affecting London’s environment through our website, a regular Green London e-bulletin, and other mailings.  We carry out research, publish reports and issue regular press releases to communicate our messages.  We collaborate with staff from the national charity, also based in central London, to increase the impact of our activities and influence politicians, policy makers and opinion formers.

We occupy a small office in Farringdon in a shared workspace alongside other environmental charities and urban design practices at the headquarters of Alan Baxter Associates.  This helps us maintain links with other organisations working on related issues in London and further afield.  

Further details about our strategy and priorities can be found below.

Job description:

Main duties and responsibilities - the postholder will have overall responsibility on a weekly basis for the office and financial administration of CPRE London.  

Working to the Director, the postholder will:

Enable the smooth and efficient operation of office systems including:

· Providing basic IT support for staff, including information back up, and troubleshooting.

· Ensuring computer hardware and software is up to date and fit for purpose.

· Ensuring all office equipment, including phones, computers, and printers, is well maintained and in working order.

· Keeping membership records up to date, in liaison with national office.

· Assisting with trustee meetings, the annual general meeting and other meetings as necessary, including mailing papers, making room bookings, and liaising with trustees and other staff.

· Helping to keep the office space tidy and well organized.

Establish and manage processes for overseeing the organisations’ finances, including: 

· Maintaining a record of income and expenditure using suitable accounts software .

· Facilitating online payments and raising cheques where required, including payroll, tax and NI arrangements for staff.

· Supplying information to the Treasurer for quarterly trustee reports, the annual report and preparation of budgets.

· Assisting in the submission of Charity Commission returns, including completion of year-end accounts and preparing information for audit.

· Making Gift Aid claims to HMRC and keeping records for inspection.

Assisting with other tasks relevant to the main responsibilities of the role as necessary.

Person specification:

The postholder is expected to have:

· A degree and/or professional qualification in an appropriate subject area.

· Good understanding of basic IT systems and office software.

· Experience of bookkeeping and basic accounting procedures.

· Good oral and written communication skills.

· An ability to work independently with minimum supervision.

· A flexible and ‘can-do’ attitude. 
[bookmark: _GoBack]
· An affinity with the aims and objectives of CPRE London.
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CPRE London – further details:


About Us 

CPRE London is the largest regional branch of the national environmental charity, Campaign to Protect Rural England. Our Vision for London is to be a green, sustainable and vibrant world city. The challenge is for a better use of land and a wiser stewardship of natural resources. London should have a dynamic economy, be surrounded by pleasant countryside and become a greener, more sustainable city with lower carbon emissions and less waste. We want to encourage a stronger sense of place, with better urban design, good quality of life and greener, safer neighbourhoods for everyone who lives in, works in or visits London.


Our Strengths 

We provide evidence-based, well-reasoned and passionate campaigning. We have a long track record of achievement and are experts in the planning system and landscape character. We do not own any land but defend London’s green spaces in the public interest. We act with integrity, openness and honesty, basing our advocacy on strong evidence and proposing solutions wherever possible. In doing this we draw on our core strengths: 

 We are London’s leading environment charity in protecting green spaces and providing solutions for our city

  We are respected by policy makers as an authoritative voice in the planning and development of London 

 We are trusted by a network of more than 100 community groups to provide critical advice to support their local campaigns 

 We are backed by a powerful national organisation that amplifies our voice, enhances our resources and increases our impact 


Our Priorities 

To realise our vision, we have identified a number of programmes we intend to fulfil under the following key areas: 

1. Protect and enhance the use of London’s green spaces:

 Gather and publish information about the extent of ‘protected’ green space within London, including Green Belt and Metropolitan Open Land, and the development threats it faces. This will enable communities and public bodies to better understand the nature of green space, the threats faced, taking action to resist them, and provide guidance on devising stronger policies and actions to minimise loss of green spaces in London. 

 Increase the benefits gained from green space in London. We will seek to unlock the untapped cultural and ecological potential of different types of green space by working with local communities to expand, unite and develop a network of local groups with an interest in green spaces. 

2. Improve London’s built environment and green infrastructure:

 Promote the best use of ‘wasted spaces’ in London to provide high quality, mixed use development and particularly affordable housing. We will take forward our recent Space to Build report which identifies a wide range of types of space and locations, including around transport interchanges, which we should make better use of. This would help reduce development pressure on valuable green space and enable us to show where development should take place.


 Improve the design of new green space/infrastructure by promoting good practice through an award scheme. There is a strong political commitment to increasing green cover in London and a growing body of technical knowledge. This needs to be applied more effectively with local communities involved in design and delivery, with an awards scheme to identify and promote good practice. 

3. Promote public appreciation and enjoyment of London’s landscapes: 

 Promote the importance of tranquillity in the city by defining its nature, mapping its extent and showing how it can be increased and access to it can be improved. There is growing awareness of the wellbeing benefits of access to places of calm and tranquillity in urban areas, including in the Greater London Authority’s recent draft Environment Strategy. Nationally, CPRE has a track record of promoting rural tranquillity and measures to safeguard and enhance it which can usefully be developed in an urban context. 

 Reveal the landscape which is the foundation of London’s environment to increase understanding and appreciation of its role in shaping the lives of its inhabitants. We will provide opportunities for public engagement and benefit the management of existing green spaces, and the planning and delivery of new green infrastructure.
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