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An introduction to the Treestation 
The TreeStation is a recently established social enterprise in arboriculture, woodland management, 
wood fuels and sawn timber. Please refer to our website for more information about us. The business 
has multiple strands and all staff are expected to be adaptable and willing to help with what needs 
doing. Because it is still fairly new, there are systems, policies and procedures that are still being 
developed and the finance and development worker will have a part to play. This is an exciting project 
with great potential, and for the right person this role could be a chance to learn and innovate in a fast-
moving environment. 
 
Application details  
1 � Download and complete the Application Form 
2 � Create a covering letter  
In your letter, in not more than 500 words, briefly explain how you fulfil some of the key requirements 
of the person specification and what your previous experience in a similar role can bring to the 
TreeStation. Please also say why you want to work for the TreeStation. 
 
Please send the application form, covering letter and your CV as 3 separate attachments (pdf or word) 
by email to info@treestation.co.uk. Your CV should include similar roles and/or responsibilities (not 
necessarily jobs) that you may have had in the past, in reverse chronological order.  
  
Application process closes: Friday 19th April 2013. Successful Applicants invited to interview (phone or 
email): by 5pm Thursday 25th April 2013. Interviews will be on Tuesday 30th April 2013. Successful 
candidate informed (post reference checks): by 7th May 2013, to start 14th May 2013. 
 
Please note: Unsuccessful applicants will not be contacted. Unsuccessful interviewees will be informed 
by email.  
 
The TreeStation is an Equal Opportunities employer. 
 

 
 
 
 
 
 
 
 
 
 

mailto:info@treestation.co.uk.


 

Greater Manchester TreeStation Ltd 
 

Finance and development worker  
 
Information pack 

 
 

 

�Making wood work� 
Greater Manchester TreeStation Ltd is a society for the benefit of the community registered in England no. 31552R 

 

Job description 
 
Responsible to: Finance Director and Managing Director 
 
Located at:   The Yard, Vaughan Street, West Gorton, Manchester M12 5FQ 
 
Staff Management:  None. 
 
Responsibilities: 
The finance and administrative functions include: 

 raising and sending sales invoices, and credit control 
 entering purchase invoices onto Quickbooks, and paying creditors 
 entering up the bank accounts on a daily basis, and performing bank reconciliations 
 collating time sheets and operating the monthly payroll 
 quarterly VAT returns 
 maintaining personnel files (including holidays and other absences) and training records, and 

helping with other HR issues 
 general administrative and office tasks including taking telephone calls, filing, assisting 

management with administrative tasks etc 
 other suitable tasks required by the business within the capability of the person 

 
The development functions include assisting the directors in marketing TreeStation�s products and 
services. 
 
Terms and Conditions 
Salary:  Based on £10.00 per hour. 
Hours of work: 21 hours per week initially, leading up to full time as the role requires it and as 

funds are available. Hours can be flexible but should normally be weekdays 
between 8am and 6pm. 

Holidays:  28 days per annum including bank holidays pro rata 
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Person specification 
 
The following experience, skills and aptitudes are those that we are looking for in candidates for the 
post of Administration and Development Worker. Those listed as 'Essential' are those that the 
candidates must have. 
 
'Desirable' skills and experience are those that it would be advantageous to have, although it is not 
essential. 
 
Essential Desirable 
Good computer skills � excel, word, and internet 
research; good numeracy 

Knowledge and experience of arboriculture, 
forestry, timber and wood fuels 

A passion for promoting green energy and 
combating climate change, and an interest 
in/knowledge of social enterprises 

Experience in marketing and publicity, and 
researching markets 

Confidence and willingness to learn new skills Experience developing or maintaining websites, 
graphical image packages, general IT 
knowledge/experience 

Ability to see what needs to be done and 
willingness to get on and do it 

Experience with access databases 

Good team working skills and experience Experience with book-keeping, payroll processing, 
and HR 

Excellent communication skills  
Good administrative, organisational and time 
management skills 

 

An understanding of and commitment to equal 
opportunities 

 

Motivated and self driven individual  

 
 


