
 

Job %tle: ScrapAn(cs Manager 

We are looking for an experienced manager with a strong understanding of the third sector and 
a genuine passion for social jus8ce to help lead our organisa8on through challenging economic 
8mes. 

The role requires someone who can think crea8vely, adapt to change, and handle challenges 
with a solu8on-focused mindset. Experience in budge8ng, financial planning, fundraising, and 
running impacCul organisa8ons on limited resources is essen8al. 

The ideal candidate will have strong leadership skills, a non-judgmental approach, and the 
ability to connect with and manage a diverse team.  

This office-based role is a vital posi8on, ensuring the organisa8on thrives in a difficult climate, 
working closely with the CEO to oversee opera8ons and drive the organisa8on’s growth and 
development. 

If you’re ready to make a meaningful impact, we want to hear from you! 

www.scrapan(cs.co.uk 

https://protect.checkpoint.com/v2/___http://www.scrapantics.co.uk___.YzJlOmR1bmRlZWNjOmM6bzo3NDEzNzg2ZjIyNWYzNzA1ZTIyMzliNTI5MmMwYjc4Yzo2OmY4M2Y6OWU0MmYwMDVkM2EwM2M5MWNmN2JiNTA4ZjY0NzBkMzJhZGU1NGI0Y2U3MjU0MDYxNmFkZWQxY2E1YjI4MzExYzpwOlQ6Tg


Role details: 

Loca%on:  Hybrid working (must be based locally to Dundee) 

Contract:  Full (me, £31,616 per annum 
Permanent and ongoing with 3 month proba(on (PAYE) 

Details:  30 days holiday allowance plus NI & pension contribu(ons 
  Mon - Fri with occasional weekend and evening working 

To apply: Please send your CV and a covering lePer detailing why you are applying for the 
role, to kate@scrapan(cs.co.uk 

 
Deadline:  Tuesday 14th January at midnight 

Contact:  Please get in touch with any ques(ons; kate@scrapan(cs.co.uk 

Job Purpose: 

● To support ScrapAn(cs’ CEO in the running of the organisa(on 

● To support and coordinate the team - maintaining a posi(ve and cohesive working 

environment  

● To manage, document and lead mul(ple projects 

● To maintain business bookkeeping and project accoun(ng spreadsheets 

● Internal and external communica(ons and all associated admin du(es 

● Collabora(ng on funding applica(ons and repor(ng as part of the management team 

mailto:kate@scrapantics.co.uk


Roles and Responsibili%es: 

1. Project management of commissioned projects 

2. Internal communica(ons within the team - distribu(ng informa(on, answering 
ques(ons, carrying out supervisions and being available for support 

3. Communica(ng and liaising with external partners and organisa(ons including 
Dundee City Council and na(onal organisa(ons, ensuring posi(ve rela(onships 
are maintained and informa(on is shared 

4. Crea(ng and collabora(ng on funding applica(ons and project repor(ng 

5. APending and facilita(ng organisa(onal mee(ngs; taking minutes and 
distribu(ng these as appropriate 

6. Crea(ng and upda(ng/maintaining booking schedules and staff rotas 

7. Maintaining an overview of larger projects and suppor(ng the project leads to 
deliver to budget and (mescale 

8. Handling enquiries and taking bookings for ac(vi(es, play sessions, workshops 
and space rental 

9. Crea(ng and maintaining budget spreadsheets 

10. Maintaining a general overview of ScrapAn(cs organisa(onal running and 
communica(ng changes and issues to ScrapAn(cs’ CEO 



Skills, Knowledge and Experience Required: 

1. Experience of working in a thriving third sector organisa(on 
2. Passion for sustainability, community and social jus(ce 
3. Posi(ve leadership skills and experience of managing a team 
4. Excellent interpersonal and communica(on skills and a welcoming, friendly and helpful 

manner 
5. High level of IT and wriPen skills 
6. Project management experience 
7. Experience of applying for and repor(ng on funding 
8. Experience of working with budget spreadsheets 

Further Details: 
Training opportuni(es will be available. 
Your line manager will be Sandy Greene, CEO. 

Equal opportuni%es: 
ScrapAn(cs is commiPed to being an equal opportuni(es organisa(on and welcomes all 
applica(ons for considera(on. 

We know there are candidates who may not fit every criteria we’ve outlined here, or who have 

key skills we haven’t listed. If this is you, please do apply if you feel your par(cular experience or 

skill set could enhance this role. 

Next steps: 
All applica(ons will be responded to, if you do not receive a response within 1 week of emailing 
please contact Kate on 07584906186. 

Applica%on deadline: Tuesday 14th January 2025 
Applicants no%fied of interview invita%on: Wednesday 15th January 2025 
Interviews block 1: Friday 24th January 2025 (1pm - 6pm) 
Interviews block 2: Monday 27th January 2025 (1pm - 6pm)


