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JOB DESCRIPTION

Job title: Finance Officer (Part-time)
Hours:1 day per week
Salary: £26000-28000 pro rata based 
Contract: approx. 10 months and to be reviewed
1. Main purpose of job 

The primary responsibilities are the efficient administration of finance and office functions, monitoring of budgets and providing management information to the Director and Trustees as required.  The Finance and Administration Officer acts as a key point of contact, playing an important part in budget monitoring, providing reports to facilitate management decisions and information to the board of Trustees and in helping to ensure financial best practice across the organisation. 

2. Main Duties 

Financial 
1. To oversee the smooth running of day to day financial administrative functions working closely with the Director.

2. To take particular responsibility for administration of accounts for the Charity using the QuickBooks accounting system.
3. To record the income and expenditure entering this on to the QuickBooks accounting system.
4. To process purchase order requests.
5. To set up BACS payments and other means of payment of invoices.
6. To enter purchase ledger invoices onto QuickBooks.
7. To pay accounts and invoices due, obtain authorisation of expenditure and signatures for cheques and despatch them.

8. To check invoices to ensure they are accurate and contact suppliers to investigate if they are not.
9. To manage petty cash.
10. To bank income and ensure that any donors of funding receive a thank you letter.

11. To log accruals, deferred income, depreciation and prepayments onto the system.

12. To raise sales ledger invoices as required.

13. To liaise with funders on any requirements and keep the Director informed of any issues arising in relation to these matters.

14. To allocate income streams and expenditure costs accurately in line with SORP requirements.

15. To maintain up to date invoice files and banking records.

16. To work with the Director on the drafting and reviewing of budgets. 

17. To calculate and process staff salary payments and liaise with HMRC regarding administrative matters relating to salaries, tax or other documentation (e.g. P46’s, P60’s etc.)

18. To brief any new staff as to salary payments and obtain their banking, home address information and other details.

19. To check and process staff and volunteer expenses claims and to post them onto QuickBooks.

20. To carry out monthly reconciliation of the bank accounts and petty cash.

21. To monitor budgets and cash flow on a regular basis, providing monthly updates to the Director.

22. To ensure that any financial discrepancies are reconciled and any identified financial risks are brought to the attention of the Director in a timely manner.

23. Annually in association with the Director ensure insurance premiums are paid up to date.
24. To maintain appropriate paper filing and electronic record keeping of accounts for the organisation.
25. To produce quarterly summarised management accounts.
26. To work closely with the Trustee Treasurer on all financial matters including assisting in the collation of information to be sent to the accountant for the preparation of annual accounts.
27. To close the accounts each year and prepare the paperwork required for the annual audit/independent examination by the accountants.

28. Annually produce financial information for the Director for the Companies House and Charity Commission annual returns bearing in mind relevant deadlines.

29. Other financial administration duties as expected in a Registered Charity and Limited Company.
30. To help maintain compliance with BIAS Financial Policies and Procedures.

Administrative
31. To accurately input and retrieve computer data and provide timely and accurate reports to the Director and Trustees as required.

32. To assist the Director in the preparation of reports for Trustees.

General
33. To attend meetings, including the occasional evening Trustee board meeting as required. 

34. To be willing to visit other locations as necessary.

35. To work in accordance with BIAS aims, objectives and strategic plans. 

36. To comply with all organisational policies and procedures, in particular to ensure safe, fair and responsible working practices through the implementation of BIAS Health and Safety, Equality and Diversity and Confidentiality policies.

37. To comply with any relevant legislation including Data Protection and Health and Safety at work and Charity Commission guidance. 

38. To participate in the performance management process; agree objectives, discuss any particular issues that may arise and to consider any professional development that is needed.

39. To take responsibility for own professional development in order to fulfil the role effectively.

40. To work flexibly, being prepared to undertake other duties and responsibilities commensurate with the role.

3. Responsible to (reporting relationship)
To the Director and the board of Trustees of Brent Irish Advisory Service.  The Finance and Administration Officer will work closely with the Director on day to day accounting matters and in relation to budget monitoring and reporting. 
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