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Wyre Forest




Home-Start Wyre Forest Scheme Secretary
(23 hours a week, £25,000 pro rata, one year fixed term contract, based in Kidderminster)

We are recruiting an experienced secretary with finance and general administration skills to ensure the smooth running of the office at our Family Support Charity. 
In addition to all routine admin tasks, the Scheme Secretary is responsible for maintaining day to day accounts, including restricted account streams, banking and petty cash tasks and completing all payroll and HMRC duties. Experience in these areas is essential to the post.
We are looking for a candidate with a sense of humour, an understanding of the needs of families and a commitment to effective teamwork.
This post is 23 hours per week, worked over five mornings, at our Kidderminster Office, as part of our small staff team of five.

Experience of working with families and volunteers is desirable, as is an understanding of child protection.

For an application pack and more details please contact Belinda Darby on info@homestartwyreforest.org.uk or ring 01562 825896.

Closing date 12 noon 5th May 2026
This post is subject to an Enhanced DBS Disclosure                                                        
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