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Administrator (Finance) 

Organisation:	Bridges Project
Salary:		£26, 000 - £26 975 based on relevant experience
Hours:		35 hours per week, Monday to Friday
Contract: 		Permanent
Status: 		Full time
Location:		Musselburgh
Website:		www.bridgesproject.org.uk

Are you an experienced Administrator who is keen to work for an organisation that inspires young people? Do you want a varied and meaningful job in a supportive team? Do you value great employee benefits such as generous holidays and an annual training budget? Apply to join us!

Bridges Project is a leading youth work charity that helps young people aged 12-25 in East Lothian and Midlothian overcome challenges and adapt to adulthood. Since 1984, we have helped young people develop their life skills, improve their educational attainment and move into employment or further education. Join our team and take pride in inspiring young people!

We have a vacancy for an Administrator (Finance) to be responsible for the day-to-day administration and finance duties, ensuring the smooth running of a busy and vibrant office. 

The post holder will have responsibility for ensuring that all routine office and finance duties are carried out along with more specialised tasks which are crucial to the functioning of the organisation.
Working closely with the Finance and Administration Manager, the post holder will ensure that 
finance processes are accurate and that tasks are completed in line with targets and deadlines.

Membership of the PVG scheme will be an essential requirement of the post. A contributory company pension scheme is offered with a 10% employer contribution.

Application notes:

An application pack may be downloaded from www.bridgesproject.org.uk or may be requested by email: mail@bridgesproject.org.uk  or by telephone: 0131 665 1621

Completed applications should be emailed to mail@bridgesproject.org.uk

Please note we do not accept CVs

Closing date: 18 September 2026.  Interviews will be held on Wednesday 23rd September 2026. 
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