
Military Wives Choirs 

Finance and Administrative Assistant, Choirs Support Team 

Role Profile 

 

Job Title: Finance and Administrative Assistant 

Reporting to: Director, Choirs Support Team 

Hours: 37.5 hours per week 

Salary: £20,000 per annum 

Location: Central London, although currently home-based working. Flexible working 
will be considered. 

Contract: Permanent 

 

Background & Role Summary  
 

With 72 choirs and nearly 2,000 members in British military bases across the UK and 
internationally, the Military Wives Choirs is a charity that brings all women in the military 
community, not only wives, closer together and empowers them through singing. 

Families of service personnel move around frequently and it can often be tough to put down 
roots or make new friends, particularly when loved ones are away for long periods of time. 
Research shows that singing in a choir can help to alleviate stress and can contribute to an 
improvement in mental health. The Military Wives Choirs therefore have a vital role to play 
by bringing women in the military community together to sing, share and support one 
another. 

 
Location is currently home based, with longer term expectation to be within a commutable 

distance of the City of London.  

 

This is a fantastic opportunity to join a small and energetic team who look after the 
operations of the charity, supporting and guiding the network of Military Wives Choirs.  

Every day is busy, and every day is rewarding and as the first point of contact for our choirs 
and our supporters you will be experienced in handling enquiries and ensuring we maintain an 
excellent approach to all. 

KEY RESPONSIBILITIES 

1. We will want you to use your financial management skills to record our financial 
activity and work with the finance team at our parent charity, SSAFA, to ensure we 
receive regular management accounting.  You will administer the network’s annual 
financial return and support the resulting audit. 

2. We will give you the training on financial administration if you don’t have it, but you 
will need to demonstrate your numeracy and attention to detail. 

3. Working as an assistant to the Director will include keeping diaries, organising 
meetings, financial reporting and helping to ensure the governance and strategic 
aspects of the charity are maintained in good order. 



4. You will need the organisational and creative skills to plan the logistics of bringing 
women from across the UK and overseas together to participate in national projects in 
a timely and cost-effective manner, and you will be part of the team to ensure we 
maintain data within legal limits. 

5. You will possess excellent communication and planning skills, will be good at 
prioritising and thrive in a fast-paced, high-performing environment. You will also be 
passionate about the aims of the Military Wives Choirs. 
 

As a small team, we expect all members to pick up other duties commensurate with their 
skills and capabilities and be flexible, adaptable and willing to take on new challenges. 
 
For an informal chat about the position, please contact Alex Creamer, Choirs Support 
Administrator at acreamer@militarywiveschoirs.org. 

PERSON SPECIFICATION 
  

Experience Essential Desirable 

At least 2 years’ experience in a finance environment or equivalent *  

Experienced in the collection and management of data *  

Experience of working to tight deadlines   *  

Proficient in the use of Microsoft Office and Outlook *  

Experience of working in an external facing role, dealing with the 
public 

*  

Experience of working in a not-for-profit environment  * 

Educated to A-level (or equivalent)  * 

Knowledge of finance processes and experience managing simple 
budgets 

 * 

Experience and knowledge of Survey Monkey  * 

Experience of working with a CRM system  * 

Knowledge of GDPR  * 

Charity sector experience or military experience  *  
  

Skills & Personal Attributes Essential Desirable 

First class communication skills (written and verbal) and excellent 
listening skills 

*  

Excellent telephone manner *  

A passion for the Military Wives Choirs, our mission and vision *  

A proactive and positive approach, with resilience and empathy *  

Ability to act on own initiative; highly organised *  

A collaborative approach and a willingness to be guided by the best 
interests and views of the choir members 

*  

Advanced MS Office Skills (Word, Excel, PowerPoint) *  

Experience of the military community either as serving personnel or 
a family member of serving personnel 

 * 

Experience using Office 365  * 

Full driving licence   * 

 



How to apply 
 
At this stage we require a copy of your CV and a one-page letter describing your interest in 
the Military Wives Choirs and what you will bring to this role. 
 
 
Application closing date: Midnight Sunday 11th April 2021 
 
Successful candidates will be invited to an interview: w/c 12th April 2021  
                
To submit your application please email Melanie Nightingale at: 
mnightingale@militarywiveschoirs.org  
 


