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Background
1 in 125 babies are born with heart disease.
Around 17,000 babies, children and adults are treated by the Leeds Congenital Heart Unit (LCHU) every year. The LCHU is the specialist heart centre for all of Yorkshire, The Humber, North East Lincolnshire and North Derbyshire.
Children’s Heart Surgery Fund (CHSF) provide tailored support and essential resources, ensuring everyone affected in our region has greater control and choices.
When families need us most, CHSF offer parent accommodation close to the hospital and a dedicated family support service during a child’s treatment. CHSF also provide vital medical equipment and resources to the Leeds Congenital Heart Unit and 19 regional clinics, including start-up NHS staff roles and specialist training across the network.
CHSF are completely self-funded, so we can only do this with the help of public supporters. Together, we are able to nurture a wonderful community of heart families and patients.
[image: ]Empowered lives, because of you.



Title:

Salary:
Office Administrator  
£27,000 pro rata

Responsible to: Finance, Resource & Governance Manager
Hours:		Part time, 30hrs per week 
Location: 	Office based in Leeds, with hybrid working opportunities. 














Job Summary

We are seeking a highly organised and detail-orientated Office Administrator to provide support across our finance, fundraising and governance functions.  
The ideal candidate will work closely with the Finance, Resource and Governance Manager to ensure the accurate day-to-day financial processing, efficient office operations and effective coordination of grant and fundraising activities. The ability to work collaboratively across departments is essential.
Role and Responsibilities

Financial
1. Record all fundraising income on the database (Beacon) from multiple income streams. 
2. Carry out daily reconciliation of the database against bank transactions. 
3. Using the credit card statement, send expenditure reports to the card holders and ensure all receipts are received and filed. 
4. Raise sales invoices and maintain the invoice tracking sheet. 
5. Undertake credit control to ensure timely payment of invoices, issuing monthly statements for outstanding balances. 
6. [image: ]Assist with income related queries during the annual audit. 
7. Process and bank any cash and cheques received on a bi-weekly basis (minimum). 
8. Control the petty cash tin, ensuring the minimum balance is upheld, receipts are recorded and reconciled monthly. 
Administrative

1. 	Manage the shared Finance email inbox, ensuring that all emails are actioned, organised and delegated where necessary. 	
2. Scan financial documents for distribution and record-keeping.  
3. Manage the car parking rota weekly and issue passes
4. Fulfil online shop orders and manage merchandise stock 
5. Assist with quarterly stock takes in collaboration with the fundraising team. 
6. Investigate and resolve issues with returned post 
7. Log Volunteer Applications and send induction packs 
8. Support general office administration, including ordering stationery, maintaining franking machine and photocopier, ordering cleaning and other supplies. 

 


Grants 
 
1. Prepare and forward grant applications for approval based on thresholds	
2. Issue approval or rejection letters to grant applicants promptly and professionally.  
3. Maintain the grant tracker to monitor progress of applications. 
4. Order items required for approved grant applications 
5. Liaise with external stakeholders to manage and progress approved grants. 

Health & Safety, Training

1. Assist the Finance, Resource and Governance Managers with ordering health & safety items for the office
2. Conduct annual driving licence checks for all staff and maintain accurate records. 
3. Distribute annual health & safety training via email, ensuring timely completion and updating the training tracker. 

Other
1. Work flexibly to meet the needs of the service and carry out any other reasonable duties as required.
2. Prepare for and participate in monthly supervision sessions with your line manager.
3. Adhere to the charity’s policies and procedures.
4. Provide additional support as identified by your line manager, commensurate with the purpose of the role.


[image: ]Benefits

· 27 days annual leave (not including bank holidays), increasing to 29 days after 5 years’ service and an additional day off for birthdays
· Company pension scheme
· Access to on-site car park (issued on a rota with option to pay when pass not available)
· Health care cash plan
· Death in Service after successful completion of 12 months’ service
· Employee Assistance Programme
· Access to blue light card, charity worker discounts etc.

[image: ][image: ]Personal Specification

	Specification Criteria
	Essential/ Desirable
	Assessed in application
	Assessed in interview

	Knowledge
	
	
	

	Knowledge of general office administration practices 
	Essential
	x
	x

	Understanding of basic financial processes, including reconciliations, invoicing and credit control 
	Essential
	x
	x

	Familiarity with Fundraising administration and grant management 
	
Desirable
	
	
x

	Awareness of data protection and confidentiality requirements
	Essential
	
	x

	Understanding of Gift Aid
	Desirable
	
	X

	Experience
	
	
	

	Experience of working in the charity sector with a good understanding of income generation.
	Desirable
	x
	x

	Previous experience working in an administrative role, ideally involving finance or data management 
	Essential
	x
	x

	Experience using financial accounts system (eg Xero) and CRM/databases (eg Beacon) 
	Desirable 
	x
	x

	Managing stock and fulfilling orders
	Desirable
	
	x

	Skills
	
	
	

	Confident using Microsoft Office (Excel, Word, Outlook) 
	Essential
	x
	x

	Strong organisational and time management skills with the ability to prioritise tasks effectively
	Essential
	x
	x

	Ability to learn and adapt to new systems quickly 
	Essential
	
	x

	High level of record keeping accuracy and attention to detail.
	Essential
	
	x

	Problem solving skills and proactive approach to improving processes 
	Desirable
	
	x

	Personal attributes and other requirements
	
	
	

	An open, honest, reliable and enthusiastic approach.
	Essential
	
	x

	Self-motivated and pro-active approach to work.
	Essential
	
	x

	Strong communication skills, both written and verbal
	Essential
	x
	x

	Ability to work hours in a flexible way, including attending occasional CHSF events on a weekend.
	Desirable
	
	x









To apply
For more information, including an informal chat about the role please contact Katherine.lodge@chsf.org.uk  or call 07704 146095

If you would like to apply, please email your CV and a cover letter outlining why you are suitable for the role to  hr@chsf.org.uk.

We are an equal opportunities employer and welcome applications from all parts of the community.

Timetable
Closing date: Friday 12th December 2025
Interviews will be held at our Leeds office on Wednesday 17th December 2025
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