Job Title: Business Support Assistant 
Business: Canine Bodywork Clinic Ltd 
Location: Fleming Road, Livingston 
Hours: 16 hours per week over 4 days (Tues to Fri, or as agreed) 
Contract: Permanent 
Rate: £12.60 per hour 

About Us

We are a small, friendly Canine Hydrotherapy Clinic dedicated to improving the health, wellbeing, and recovery of dogs through professional, evidence-based care.  We pride ourselves on offering a personal and caring service for both dogs and their owners, in a calm and welcoming environment.  As our clinic continues to grow, we are looking for a versatile and proactive team member to provide business, administrative, and operational support.  This is a great opportunity to be part of a passionate and supportive small team where your contribution truly matters.

Role Overview

This is a varied administrative and client-support role, helping to ensure the smooth running of the clinic each day.  You will be the first point of contact for clients and veterinary practices, delivering excellent service and clear communication.  The role involves a mix of administrative tasks, appointment management, record keeping, and general support duties that help maintain our professional, calm, and caring environment.

Key Responsibilities

· Greet and assist clients in a professional and friendly manner, ensuring a positive experience for both owners and their dogs.

· Manage bookings, cancellations, and client communications efficiently and accurately.

· Maintain accurate client records and assist with data entry and filing.

· Liaise professionally with veterinary practices and referral partners.

· Support the clinic’s social media presence with occasional posts and updates.

· Process payments and keep simple financial records (training provided).

· Carry out general administrative and reception duties.

· Help ensure the clinic remains tidy, calm, and sanitised at all times.

Skills & Experience

· Strong organisational skills and excellent attention to detail.

· Clear and confident communication skills, both written and verbal.

· Friendly, approachable, and professional manner with clients.

· Comfortable using email, booking systems, and basic computer software (training provided).

· Reliable, self-motivated, and able to work independently while following direction.

· Adaptable, flexible, and happy to assist wherever needed.

What We Offer

· A supportive, friendly, and professional working environment – You’ll join a small, caring team that values open communication and teamwork, and takes pride in creating a calm, positive atmosphere.

· The opportunity to play a valued role in a growing business – As a key team member, your ideas and input will be appreciated, and you’ll directly contribute to the smooth running and continued success of the clinic.

· Flexible working hours – We understand the importance of work-life balance and aim to offer flexibility where possible, in line with business needs.

· Training and development – Full training will be provided on our systems and procedures, with opportunities to build skills and develop as the role evolves.

· A rewarding role – You’ll play an important part in supporting the health and wellbeing of dogs while helping to provide an exceptional service for their owners.

Eligibility (Employment Recruitment Incentive – ERI):
This opportunity is open to West Lothian residents who meet one of the following:

· Aged 16–24 and unemployed or underemployed (e.g. on a zero-hour contract)

· A parent with a dependent child
· 25+ and unemployed
· Not currently in full-time education
· Must have Right to Work in the UK
How to Apply:
Send your C.V. and include the job title you’re applying for to:
eri@westlothian.gov.uk
 

