
Job Description – Finance & Office 

Administrator

Location: 

Bristol

Hours of work: 

Full time, 40 hours per week, Monday to Friday, between hours of 09:00 - 18:00.

Start date: 

As soon as possible. An indication of the notice period you are required to work out (if 
relevant) and your earliest possible start date should be identified in your application form.

About the company: 

Eunomia Research & Consulting is an independent environmental consultancy working 
primarily in the fields of waste management, resource efficiency, low carbon energy, marine 
planning and climate change mitigation. We employ around 70 members of staff and have 
offices in Bristol, London, Manchester, Brussels, Copenhagen and Auckland; working 
throughout the UK, EU Member States and beyond. 

We are at the leading edge of a number of areas of environmental policy which are critical 
in the eyes of governments, and we punch well above our weight in terms of influence on 
public and private sector clients alike. 

Job description: 

We are currently seeking someone to join our small business support team in the newly 
created role of Finance & Office Administrator. The successful candidate will work closely 
with the Financial Controller and HR & Office Manager providing support across a wide 
variety of tasks.

Key responsibilities:

· Purchase & sales ledger transactions;
· Expense claims;
· Reconciliation of petty cash;
· Credit control;
· HR support;
· Training admin support;



· Reception and general admin duties.

Key relationships:

· Support team;
· Other company staff;
· Clients and Suppliers.

Reports to:

· HR & Office Manager

Person specification:

We are currently seeking a highly-motivated individual who is adaptable and willing to help
out colleagues when required. The ideal candidate will be well organised, numerate and 
able to manage their time effectively. A personal interest in, and commitment to, 
environmental and sustainability issues is desirable. 

Essential:

· High level of numeracy;
· Attention to detail;
· Well organised;
· Ability to prioritise and work to deadlines;
· Ability to work independently and as part of a team;
· Working knowledge of Microsoft Office;
· Good communicator.

Desirable:

· Experience in a similar role;
· Positive and flexible attitude;
· Interest in environmental issues.

Remuneration

Salary: £18-20k

Benefits

· Death in Service scheme;
· Private Healthcare;
· Group Pension; and
· Income Protection Scheme (after completion of probationary period).



Holiday Entitlement

24 days per year (plus Bank Holidays) rising by 1 day for each full year of service to a 
maximum of 30 days per year.

Application information 

In order to be considered all applications must be submitted electronically to
jobs@eunomia.co.uk and must include the following:

1) A formal covering letter (maximum 1 page of A4), addressed to Nick Stott 
summarising the reasons for applying for the post, your suitability for the post, and 
why you would like to work for Eunomia. 

2) Your current CV.
3) The deadline for applications is at Midday on 2nd May 2017
4) Interviews will be held at Eunomia’s Bristol office on 10th May 2017
5) Hardcopy applications and CV-only applications will not be considered. 

If you do have any queries please submit these by email or phone: 

adminteam@eunomia.co.uk| 0117 917 2250

The Company reserves the right not to appoint anyone if no suitable candidates come 
forward.

Eunomia Research & Consulting is committed to Equal Opportunities and is a Living Wage 
employer.

Company no. 4150627


