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Cudox Wellbeing CIC 

 
Senior Administrator & Finance Officer   

 

 

 

JOB PURPOSE: The job purpose of Senior Administrator/Finance is to coordinate the 
administrative activities of the office include typing reports, mail, and other 
documents. Manage and maintain financial/administrative services and cash 
control.  To maintain office files, manage customers and order office 
supplies. Creating and maintaining filing systems, keeping diaries, arranging 
meetings and appointments. 

 
HOURS OF WORK: 12 hours a week 
 
REPORTING TO:  Cudox Managing Director 
 
LOCATION:          Cudox, Centre4, 17A Wootton Road, Grimsby DN33 1HE 

 

KEY TASKS:  
 

1. To help run the general administration of the Cudox office and therapy rooms. 
2. Organising and storing paperwork, documents, and computer-based information. 
3. To keep abreast stationery requirements and make orders as necessary. 
4. To answer telephone calls as required, reply to emails, organise mail-outs and make 

diary appointments as necessary. 
5. Managing invoices, expenses and to distribute invoices and payments to companies. 
6. Responsible for ensuring daily record of client attendance, absence and DNAs’ and 

submit onto the CRM system. 
7. To update and maintain Cudox’ social media platforms. 
8. To assist in the daily activities of therapists, ensuring files and contacts are updated 

with current information. 
9. To ensure as the nominated first aider the first aid box is fully stocked. 
10. To assist in the requirements for current Cudox contracts and projects, ensuring to track 

and administer company project reports. 
11. First point of contact for clients. 
12. To contribute to Cudox meetings with regards to office administration. 
13. To maintain a professional manner and appearance. 

 
 

 
 

 
 
 



Senior Administrator/Finance 

 

PERSON SPECIFICATION 
 
To coordinate all the administrative/financial tasks for all Cudox’s Projects. 
 

 
Category  
 

 
Essential 

 
Desirable 

Qualifications ▪ GCSEs including English  
 

▪ Business qualification  
 

Professional 
Development 

▪ Evidence of recent and 
appropriate involvement in 
professional development. 

▪ Evidence of successful work 
experience in project delivery. 

▪ Experience of managing 
financial and administrative 
tasks. 

 
 

▪ Leadership, analytical and 
communication skills. 

▪ Familiarity with various 
business computer software. 

▪ Familiarity of maintaining a 
computerised accounting 
system. 

  

Experience ▪ Successfully able to manage 
multiple tasks within a given 
time constraint. 

▪ Experience of working 
creatively as a member of a 
team bringing out the best in 
people, whilst actively leading. 

▪ Experience of recording and 
maintaining financial records. 

▪ Experience ensuring financial 
procedures are followed. 

 
 

▪ Experience in various 
business and customer 
service environments. 

▪ Experience in the process of 
setting targets and evaluating 
progress against targets. 

▪ Experience of organising and 
preparing financial and 
management accounts. 

▪ Experience of working for a 
not-for-profit organisation. 

   

Skills and 
Knowledge 

▪ Have skills of adaptability and 
versatility, with administrative 
and facilitation skills, to keep 
the project focused on its 
objectives. 

▪ Planning skills in the 
preparation of project 
summary plans. 

▪ Excellent communication and 
interpersonal skills with strong 
leadership skills. 

▪ Knowledge of Xero accounting 
software. 

▪ Ability to support clients. 
▪ Familiarity with Cudox’ 

services.  
▪ Knowledge and experience of 

dealing with many types of 
people at all levels in a direct 
diplomatic way. 

▪ Ability to manage/prioritise a 
complex and varied workload, 
within a pressurised 
environment. 

▪ Knowledge of finance systems 
and procedures in accounting 
software. 

 

   
   
   

 



Character 
and Attitude 

▪ Ability to interact effectively 
with others at all levels within 
and outside the organisation. 

▪ Enthusiasm for people 
development.  

▪ Discretion and proven ability 
to handle confidential 
information. 

▪ Passion for social justice and 
inclusive societies. 

▪ Ability to communicate with a 
wide range of people from all 
walks of life and 
social/economic backgrounds. 

▪ Commitment and self-
motivated approach to work. 

   

 
 
 

 

 

 

 


