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Job Title:  	Business Support Worker

Type:	This is a part-time post of 18 hours per week, which can be worked over either 3 days (6 hours per day) or 4 days (4.5 hours per day), Monday to Friday between the hours of 9am and 6pm.


Contract:	Permanent (subject to continued funding)

Salary:		Annual salary: £14,742 (FTE £28,665)

Employer: 	Pilton Youth & Children’s Project, The Greenhouse, 33 West Pilton Brae, Edinburgh, EH4 4BH


Pilton Youth & Children’s Project (PYCP) is a well-established charity based in North Edinburgh working with children, young people and families across Pilton, Muirhouse, Granton and Royston.
As a trusted, long-standing local charity PYCP plays a key role in supporting families and creating opportunities for local people. Our work is varied and community-focused — no two days are the same. While much of this role is office-based with an emphasis on finance, there may be times when you are supporting the wider work of the project, for example helping out in our Teen Boutique or Chat & Chill Café or assisting with practical tasks such as restocking our mini Foodbank.
Our staff team is made up of people of all ages and backgrounds, reflecting the community we serve. While we take our roles seriously, we believe a positive and relaxed team environment is important and we value people who bring a sense of humour, flexibility and a friendly approach to their work.
About the Role
The post holder will work closely with the Business Manager & Project Managers taking responsibility for a range of administrative and finance tasks that are key to the effective operation of PYCP.
Opportunity & Development Focus
This role forms part of PYCP’s commitment to supporting local people into sustainable employment. We are particularly keen to provide opportunities for individuals who may be returning to work, changing career or seeking to build skills and confidence within a supportive environment.
Key Responsibilities
· Carrying out general administrative and clerical duties
· Setting up and processing supplier invoices and bills
· Supporting expense processing (with approvals managed by the Business Manager)
· Undertaking routine finance administration on Xero currently managed by the Business Manager
· Maintaining the room hire booking system (including birthday parties)
· Helping members of the staff team and supporting with IT tasks.
· Responding to enquiries from members of the public
· Supporting the setup of contracts for phones, utilities and other services
· Organising routine maintenance (e.g. boiler servicing, air conditioning)
· Uploading social media posts
Development Opportunity
There is strong potential for the role to develop over time. The post holder will be supported to build skills and confidence with opportunities to take on increased responsibility and progress within the organisation, subject to performance and organisational needs.
PYCP is committed to supporting staff development through training, mentoring and practical experience.
Who This Role May Suit
· Someone returning to the workforce after caring responsibilities
· An individual seeking part-time, structured hours with flexibility
· Someone looking to build experience and confidence in an administrative or finance role
· Individuals interested in developing skills with the potential for future progression
Essential Criteria
· Strong IT skills, must be proficient in Microsoft Excel and Word
· Good communication skills
· Well organised, with the ability to plan workload and work independently
· SCQF Level 4 (or equivalent qualification or experience) in English and Maths
Desirable Skills and Experience
· Experience using online accounting systems (e.g. Xero) – though full training will be provided
· Previous experience in an office environment
· Experience using social media platforms such as Facebook, LinkedIn and Instagram
Support & Benefits
As part of Team PYCP, you will benefit from:
· Regular supervision and a jointly agreed work plan
· Ongoing support from the Business Manager with clear expectations and training opportunities
· Autonomy in day-to-day work within a supportive, collaborative team
· A Living Wage Employer commitment
· NEST pension scheme (subject to completion of 3 month probation period)
· Access to on-the-job training in finance systems (including Xero), administration organisational processes
· Opportunities to develop transferable skills in a community-based setting
Following successful completion of probation, staff also receive:
· 25 days annual leave (pro rata), increasing to 30 days after 5 years’ service (plus 10 public holidays)
· NEST Pension
· Benenden Health membership (GP access, mental health support, wellbeing classes and discounts) 
· Access to the Bike to Work Scheme
· Opportunities for continued professional development
Our Commitment
PYCP is committed to inclusive recruitment and encouraging applications from individuals who may face barriers to employment. We aim to provide a supportive pathway into work alongside opportunities for ongoing skills development and progression.

How to apply:
Please complete an online application form and Equal Opportunities Form 
We do not want to receive CVs but you can send an accompanying letter after completing the online application form if you wish.
If you have any questions you can email debbie@pycp.co.uk 
Closing date: Friday 19th June 2026
[image: ]

Pilton Youth & Children’s Project is a registered charity (SC003353)
The Greenhouse
33 West Pilton Brae
Edinburgh
EH4 4BH
0131 332 9815
www.pycp.co.uk
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