Registered Charity Number: 1164988

Membership and Finance Officer
Recruitment Pack

Support. Understanding. Friendship
WAY is a UK registered charity that offers a peer-to-peer support network for
anyone who's lost a partner before their 51st birthday – married or not, with or
without children, inclusive of sexual orientation, gender, race and religion – as they
adjust to life after the death of their partner..

Dear Applicant,
Thank you for your interest in this exciting opportunity to join the team at WAY Widowed and Young.
WAY is the only national charity in the UK for men and women aged 50 or under when their partner
died. Founded in 1997, WAY now has more than 4,300 members throughout the UK.
We are recruiting for a Membership and Finance Officer to provide support to our network of volunteers
within our small but dynamic charity and develop and oversee our finance systems.
As we approach our 25th year, our organisation is now at a particularly exciting time in its journey, this
is an amazing opportunity to join an ambitious, supportive and innovative team at a hugely exciting
time as the charity looks to grow and progress and enter an exciting new phase of its journey.
We are seeking a competent, experienced and inclusive professional who will support with the effective
administration of membership services and support the implementation and management of financial
systems within the organisation. The role is key to supporting the work of the charity. You will be the
central point of administration support and will be expected to provide the full range of administration
from answering queries and banking cheques to more complex duties such as reconciling payments
and supporting the production of monthly management accounts
You will need to be hands-on, with an understanding that the role is diverse in nature, and you must
be flexible to best meet the needs of the organisation and our members.
If you have the passion, drive, skills and experience required, please do read on.

Kind Regards

Stephanie Patrick
Chief Executive Officer
WAY Widowed and Young

Role Profile: Membership and Finance Officer
What we’re looking for
Job Title

Membership and Finance officer

Responsible
to
Hours

Head of Operations and Partnerships

Key Relations

Location

This is a full-time position, working 37.5 hours per week.
Working hours are 9am- 5pm, Monday – Friday (with 30min unpaid break each
day)
There will be very occasional evening and weekend meetings and events to attend.
Communications Manager
Head of Operations and Partnerships
National Volunteers Manager
WAY Members and non-members
Remote working with infrequent nationwide travel

The post holder will be dynamic and creative with excellent communication skills, be administratively
competent, socially engaging, responsible and accountable for the administration and finance activities of WAY
Widowed and Young.
They must have empathy for and understanding of the emotional and practical issues that face young widows
and widowers.

Key Objectives
Your main purpose is to work directly on specific activities, support the team by working closely with
our incredible members and will be the first port of call for general and financial enquiries. The main
duties of this role will be extremely varied and will include importing income data from the website and
entering sales invoice payments onto the website. You will download bank statements, resolve issues
with unidentified payments and unpaid invoices, and ensure outgoing payments are made in a timely
manner. Another key part of the role will be liaising with accountants, auditors and other relevant
parties to ensure financial records are up to date and information is provided accurately.
To be considered for this role you should come to us with previous administration and finance
experience. You will have effective organisational, time management and excellent interpersonal skills.
Strong customer service skills are a must, as is the ability to solve problems and communicate with
people across all levels of the organisation and the general public. A high level of accuracy attention
and excellent numeracy skills are also essential. Experience of using Xero, Sage or other accounting
software would be advantageous.

Main Duties and Responsibilities
Membership Management
a) A point of contact for both new and existing members, responding to enquiries and resolving
issues.
b) Supporting new members to join the organisation, highlighting the benefits of WAY
membership.
c) Support WAY members accessing WAY services offering guidance and support.
d) Offer quality assurance through accurate records within the membership database and closed
social media groups.
e) Help ensure that systems and processes are as efficient as possible with the emphasis of
striving for excellent service standards
f) Post out all new member packs and membership publications

General Administration
a) General office administration including dealing with correspondence, phone-calls and emails in a
timely fashion, forwarding them to others as appropriate and ensuring replies are received.
b) Produce information required such as email addresses to send out publications in line with
GDPR.
c) Manage the administrative aspects of the direct debit scheme, including contacting members
where payments are rejected and ensuring payments are recorded accurately.
d) Undertake data entry and financial administration duties, preparing summaries, logs and
reports.
e) Assist with gathering and analysing data and information to demonstrate the impact WAY has
for its members, including survey’s, feedback and supporting the development of impact
reports.
f) Oversee the online shop, process payments and send out Merchandise
Financial Administration
a) Deal with financial queries
b) Day to day Bookkeeping - Cash in/out, stock lists, data entry of supplier and customer invoices.
c) Prepare payments to suppliers for final approval.
d) Ensuring all income and expenditure data from different channels is processed accurately for
management and financial accounts.
e) Regular reconciliation of income using Xero, Sage or Quickbooks; and entry of expenditure data
into management accounts (weekly or 2x a month).
f) Liaising with the other staff support the accurate entry of all donation details into our database,
and to support the timely submission of gift aid claims.
g) Liaising with accountants / auditors to support the preparation of annual return.
Event Organisation
a) Produce delegate packs and other materials
b) Manage incoming bookings and payments for national WAY events and associated tasks,
including members requirements, cancellations, refunds and the reallocation of accommodation
as required
Publicity
a) Maintain databases of contacts, such as GP addresses and hospices, used for promotion of
the charity
b) Help with dispatch of publicity materials and related tasks
c) Support a wide variety of tasks associated with publicising WAY including liaising with
designers and printers, getting quotes, ensuring that materials are sent to supporters
d) Ensure the sale of WAY merchandise is maximised to promote WAY, dispatch, re-order and
log WAY merchandise, including updating information and stock levels on the Way Shop
Additional
a) Support the work of the WAY by contributing proactively to team meetings, strategic
discussions and taking on additional projects where possible and appropriate.
b) Prepare reports for the Chief Executive and Trustee’s when necessary.

IT Skills

All staff are required to demonstrate a level of IT literacy skills appropriate to their job, as the use of IT
is fundamental in delivering good quality efficient activities and services for a national charity that
provides both online and face-to-face services.

General Information

Due to the dynamic nature of the sector, we work in, job descriptions are subject to review. Jobholders
are expected to be flexible and may be required to undertake duties, which are not described in those
above. Reviews will be undertaken when necessary, by line managers in consultation with post
holders. It is necessary to be flexible due to specific deadlines or the nature of our fundraising activity.
You will occasionally be expected to attend events at weekends and in the evenings. The staff works as
a team and, as a small team, we expect all our staff to support each other and have the flexibility to
get involved in activities as and when it is needed and appropriate.

Person Specification
Key:

Assessed
Assessed
Assessed
Assessed

by Application Form
at Interview
by Test / Presentation
by Documentary Evidence

A
I
T
D

Note to Applicant: When completing your application, you should demonstrate the extent to which you
have the necessary education, experience, knowledge and skills identified for the post
Requirements
How is it tested?
Qualifications

E/D

A

I

T

Five GCSEs, including Maths and English or
equivalent
Level 4 AAT or equivalent

E

✔

✔

D

✔

✔

Proven administrative experience and
ability to work proactively in a similar role.

E

✔

Experience in working with colleagues and
contacts who are based remotely

E

✔

Customer service experience or equivalent

E

Bookkeeping experience including
experience of using Xero, Sage or other
accounting software

D

✔

D

✔

E

✔

✔

E

✔

✔

Experience

Experience with a CRM database such as
Salesforce
Skills, Abilities, Knowledge
Excellent interpersonal skills, capable of
building and developing successful
relationships with stakeholders.
Excellent administrative and organisational
skills with a high level of attention to detail.
Ability to work accurately under pressure to
deliver against targets.
Excellent written and verbal communication
skills.

E
E

✔

✔

✔

D

IT skills to include confident use of
databases and ability to produce succinct
and informative reports. Proficient in MS
Office, G-Suite (Outlook, Word, Excel and
PowerPoint).
Adept at social media with an
understanding and knowledge of the
fundamentals of search engine
optimisation.

✔

✔

✔

✔

✔

✔

✔

✔

✔

✔

✔

E

D

Creative and innovative thinker

E

Ability to prioritise varied workload
effectively in order to meet deadlines.

E

Ability to deal with people at all levels.

E

Able to work on own initiative and with
minimum supervision.

E

Ability to remain calm and organised in a
busy environment where there are
competing priorities

E

Ability to ensure confidentiality is adhered
to, and information is dealt with
appropriately.

✔

✔
✔

✔

✔

E
✔

Other Requirements
Willing to work flexibly including occasional
evenings and weekends as required.

✔

Ability to be an active and supportive team
member.

E

Empathy and compassion to young widows
and understanding of the bereavement
process

E

✔

What we are offering
Salary

In the range of £22,000 - £23,400 per annum depending on experience.

Contract

Salary is reviewed annually by the Board of Trustees.
2-year contract with 3 months probationary period.
*The position has the potential to be extended beyond 2 year and will be
reviewed by Trustee once the fixed term is complete.

Annual Leave

25 days plus bank holidays, rising to 28 days with 5 years’ service and 1 day
per year after this to a maximum of 32 days

Pension

Contributory pension scheme.

Employee
Assistance
programme

Access to an enhanced employee assistance programme

Base

Home-based with national travel as required (infrequent)

Who we are;
WAY Widowed and Young is the only national charity in the UK for men and women aged 50 or under
when their partner died. Founded in 1997, WAY now has more than 4,3000 members across England,
Wales, Scotland and Northern Ireland.
The charity provides peer-to-peer support to young, widowed people – married or not, with or without
children, inclusive of sexual orientation, gender, race and religion – as they adjust to life after the
death of their partner.
Typically, WAY members and volunteers organise lively social groups that meet up throughout the year
– for drinks, meals out, walks and picnics. Our members organise weekends away for adults and
families, go camping, have parties and offer an alternative social life for people who have lost their
partner at a young age. Throughout the pandemic members have delivered more than 900 online
events and more than 500 face-to-face events.
WAY has a secure members’ only website that offers a safe place for members to meet and chat online
24 hours a day and members also have access to a 24-hour telephone helpline that offers free
counselling and advice.

How WAY was founded
WAY was founded 25 years ago by journalist Caroline Sarll, after her sister Mandy was widowed at the
age of 35. It was a double blow for both Caroline and her sister, because it was the 25th anniversary
of their own father’s death.

Who we are – facts and figures

4300+

3
Employed staff

Members throughout
the UK

23,800
Social media followers
across 4 combined
platforms

New

Fully recruited board of

strategic Plan

engaging trustees

5 year

8

2021 income approx.

£300k

WAY does not hold
statutory contracts and
generates 100%
of its income

148+
Volunteers throughout the
UK

National Media Presence

90+

Features last year

Find out more at our website www.widowedandyoung.org.uk

Additional Information
●

Equal Opportunities. At WAY Widowed and Young, we are looking for the best people to join us
and help us provide support to those widowed Young throughout the UK. We want our team to
reflect the diversity of the communities we serve, offering equal opportunities to everyone,
regardless of race, colour, religion, sex, sexual orientation, gender identity, age, or disability.

●

Disclosure and Barring Service (DBS) This post, due to its nature, duties and responsibilities,
will be subject to a check by the DBS. The level of check which will apply shall be an “Enhanced”
level check. Information about this disclosure can be found at www.gov.uk.

●

Pre-Recruitment Checks: To prevent abuse and implement good practice WAY Widowed and
Young ensures that recruitment practices are robust and rigorous and that all staff employed have
up to date and acceptable references, employment history, proof of identity, and an enhanced DBS
check.

●

How long is my information retained for?
o If you are successful, the information you provide during the application process will be retained
by us as part of your employee file for the duration of your employment plus 6 years following
the end of your employment. This includes your criminal records declaration, fitness to work,
records of any security checks and references.
o If you are unsuccessful at any stage of the process, the information you have provided until
that point will be retained for 6 months from the closure of the campaign.
Information generated throughout the assessment process, for example interview notes, is
retained by us for 6 months following the closure of the campaign.

Next steps...
Please provide a covering letter along with your CV and ensure that this demonstrates how you meet
the role profile and person specification detailed within this pack.
Please make sure your CV isn’t more than 3 pages.
Once you’re ready, then send an email to recruitment@widowedandyoung.org.uk attaching your
CV.
Dates to note
•
•
•

16th January 2022
WB 7th February 2022
WB 14th February 2022

Deadline for submission of CV/Application
First stage interviews (via Zoom online)
Final interviews (Location TBC)

Any questions?
Contact recruitment@widowedandyoung.org.uk if you have any queries.
Again, thank you for your interest in WAY Widowed and Young.
To save on charity administrative costs, we shall not be notifying unsuccessful candidates, for those
who have not heard by 31st January 2022,
we thank you for your interest and regret that your application has been unsuccessful.
Unfortunately, we are unable to provide individual feedback to applicants.

