
                                               
Job Opportunity: Part-Time Administrator  

Organisation: Medway African and Caribbean Association (MACA) 

Location: Home-based, covering Kent and Medway, with work at various locations across 
the region. 

Salary £8,467.20 pa Gross pro rata based on (7 hours per day excluding lunch breaks) 8 
days per month + travel expenses for agreed work-related travel Contract Type: Fixed 
Term (3 years) 

Hours: Equivalent to 8 days per month (flexible, to be agreed with the successful candidate, 
may include evenings and weekends). Potential for increased hours subject to additional 
funding. 

Closing Date: Friday 23rd May 2025 at 5pm 

Interview Date: Friday 30th May 2025 (in person) 

About MACA: 

The Medway African and Caribbean Association (MACA) is a registered charity dedicated to 
promoting an awareness of African and Caribbean culture through arts, educational, and 
social programmes. Our work includes vital support for senior citizens, advocacy for 
vulnerable individuals, empowering youth projects, and vibrant community events across 
Kent and Medway. 

The Medway African and Caribbean Association (MACA) is a registered charity dedicated to 
promoting an awareness of African and Caribbean culture through arts, educational, and 
social programmes. Our work is focused on providing vital support for senior citizens, 
advocating for vulnerable individuals, delivering empowering youth projects, and organising 
vibrant community events across Kent and Medway. We are committed to equality, diversity, 
and inclusion in both our services and employment practices.  

Be part of our team! 

MACA is seeking a proactive and detail-oriented Part-Time Administrator and Finance 
Officer to provide essential support to our day-to-day operations and the "Young People 
Making a Difference" project. This is a varied role where you will play a key part in ensuring 
the smooth running of our activities and contributing to our mission of fostering community 
cohesion and celebrating African and Caribbean culture.  

 

 

 

 



                                               
 

The Role: 

As our Part-Time Administrator and Finance Officer, you will be responsible for a wide range 
of administrative and basic financial tasks, including: 

• Providing comprehensive administrative support to MACA staff and projects.  
• Managing and maintaining efficient electronic and paper filing systems.  
• Preparing correspondence, reports, agendas, and minutes.  
• Organising and coordinating meetings.  
• Handling telephone, email, and postal communications.  
• Maintaining and updating databases and spreadsheets.  
• Processing invoices for payment and assisting with basic financial record-keeping.  
• Supporting budget monitoring.  
• Processing expense claims.  
• Assisting with the coordination of events and activities.  
• Liaising with a diverse range of stakeholders.  

About You: 

We are looking for someone who is highly organised, efficient, and has a keen eye for detail. 
You will have solid administrative experience and good basic finance skills, including 
processing invoices and working with budget monitoring sheets.  

Strong communication and interpersonal skills are essential, and you will be able to work 
both independently and collaboratively.  

You’ll also be comfortable with occasional flexible working, which may include some 
evenings and weekends.    

Essential Skills and Experience: 

• Proven experience in providing administrative support.  
• Excellent proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, Outlook) or 

Google Workspace (Docs, Sheets, Slides, Gmail).  
• Demonstrable understanding of basic financial administration, including processing 

invoices and using budget monitoring tools.  
• Ability to work effectively in a team and independently.  
• Strong organisational and administrative skills.  
• Ability to manage your workload, prioritise tasks, and meet deadlines.  
• Ability to work flexibly and travel occasionally within Kent and Medway.  
• Commitment to MACA’s values, including equality, diversity, and inclusion.  

Personal Qualities: 

You will be committed to equality, diversity, and inclusion, possess excellent written and 
verbal communication skills, be able to remain calm under pressure, and take a proactive 
approach to your work.  

 



                                               
 

How to Apply: 

If you are passionate about making a positive impact in the community and have the skills 
and experience, we're looking for, we encourage you to apply! Please complete the 
application form outlining your suitability for the role, addressing the person specification, 
and send it to info@macacharity.org.uk by Friday 23rd May 2025 at 5pm.  

MACA is an equal opportunities employer and welcomes applications from all sections of the 
community.  

We are committed to making our recruitment process as accessible as possible. If you have 
any specific requirements, please let us know and we will do our best to accommodate you. 

 


